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For an easier life, weigh this hat 


Nice, isn’t it? Light, too. Weighs only two 
ounces, and it takes less weight than this to 
depress one key of the new Royal Electric. 

It takes only three ounces to push down 
the carriage return key, too. In fact, it’s 13 
times easier to do these jobs than on a 
non-electric typewriter. 

On the new Royal Electric, your fingers 
aren't dog-tired at the end of the day. You 
do your usual quota of work with time to 


(Yes, you heard right) 


spare. Your typing is clear-cut, even, beauti- 
ful. And your boss? He’ll love to sign those 
letters you bring him! 





A personal office trial is yours. 


CYA : 
Just get in touch with the Royal Repre- 


sentative and learn from him five other electric 


important conveniences of this new kind of standard « portable 
electric typewriter . . . made with you in Roytype® 
mind... made by the world’s largest manu- business supplies 


facturer of typewriters. 


Royal Typewriter Company, Division of Royal McBee Corporation 








Employment agency records prove: 


High-paying jobs go to girls 


who can take fast dictation! 


Passes Civil Service Exam 
... thanks to Dictation Discs 


“T had previously failed the 
Civil Service Exam, but 
after a little brushing up 
with the aid of the Dictation 
Discs I soon passed the test. 
...I wish to express my sin- 
cere appreciation for mak- 
ing this possible.’’—Mrs. 
Joann Lamph, Ogden, Utah. 


Teacher recommends Dicta- 
tion Discs for speed-building 


“T like to use records for my 
shorthand classes ... I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.’’—Mrs. Virginia 
Rankin, Twin Bridges, Mon- 
tana. 


Gets better job through 
Dictation Discs 


“These records have helped 
me secure a much better 
position than I had previ- 
ously.” Mrs. R. L. Hender- 
son, Portland, Maine. 


World's shorthand champion 
praises Dictation Discs 


“The key to shorthand speed is regular 
dictation practice, and your records pro- 
vide the student secretary with a rich sup- 
plement to such a program. The very pre- 
cise and clear manner in which they are 
dictated makes easier the climb to great- 
er shorthand speed.’’— William Cohen, 
World’s Shorthand Champion (280 wpm). 


170 BROADWAY 
NEW YORK 38 

















The ability to take dictation rapidly 
is one of the most sought-after skills 
in business today—according to re- 
cent employment agency records. 


New home Dictation 
Disc Method has helped 
thousands boost their 
speed to 130 wpm— 
with only 15 minutes 
of practice a day! 


Now Dictation Disc Company offers 
you a proven home method of boost- 
ing your speed—and your earnings— 
with only 15 minutes practice a day! 


Don’t let “shorthand stutter” keep 


you from earning $10- 


Does your shorthand go in fits and 
starts? “Shorthand stutter” slows 
you down, keeps you from grab- 
bing off the high-paying secretarial 
jobs. Cure yourself with famous 


Used and recommended by 


Whatever your present speed, there’s 
a Dictation Disc to help you. Dicta- 
tion Dises are fine custom-quality 
RCA records of pure unbreakable 
vinylite that can be played on any 
speed phonograph. They contain spe- 
cially selected and timed dictation 
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MAIL COUPON 
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TODAY a DICTATION DISC CO. Dept. 193 58 
Each 33% RPM {| 170 Broadway, New York 38, N. Y. : 
Dictation Dise 4 - ep ergy - - . 

> aings 5 ; rpm rpm rpm 
. aan - sal $1.75 each $2.50 each $5.00 eoch : 
§ . > pee oat tely : No.1 60& 70 wpm }No.1 60& 90 wpm : 
equalto12letters. No.2 70& 80 wpm No.2 70&100wpm 5s 
~ : a No.3 808& 90 wpm ' > ao ' 
Send for yours : No.3 90&120wpm 4, 
TODAY. Money ; No. 4 90 & 100 wpm ‘ P19 ' 
back if not de- § No. 5 100 & 110 wpm No. 4 100 & 130 wpm r 
lighted ‘ No. 6 100 & 110 wpm } Complete set $18.00 ' 
, : No. 7 110 & 120 wpm ] Entire series $33.50 
’ No. 8 120 & 130 wpm [ . 
>i Complete set of 12” Standard 78 rpm records $18.00 ’ 
; [} Complete set of 45 rpm EXTENDED PLAY records $12.50 : 
: PUCIIII .sinniscicsincstiacsasieshinieieiiiteicseicciesibesintinntecinidiaalidiaiiaitiias ai sipeiatiaaiaiaisiie . 

. 

; PEO iis inn esencearceientateictanttnanatciinenecicaleiilincsdiiiideibiillieiiiaaiialaia : 
| § 0 s - RPE iaiicccccsinnakbitiebieeiadadndannaibansieansicsneioadd RN SRE ier : 
; INN coeninticideasheusninnihnteiniaicn Slab ntateapainiel : 
DEPT. 193 & Enclose check or M. O. (add 35¢ for postage ) : 
NEW YORK : SPEED GUARANTEED OR YOUR MONEY BACK 4g, 


1956 


$25 more per week 


Dictation Discs 


and watch your 
weekly earnings go up! Satisfied 
users of Dictation Discs report 


salary increases of $10-$25 a week 


and more! 


leading shorthand schools 


to help you develop rhythm and poise 

. eliminate waste motion between 
strokes ... bring your speed up to 
130 wpm. Dictation Discs are used 
and recommended by leading short- 
hand schools for Gregg, Pitman, 


Stenotype, other systems. 





MAIL COUPON TODAY 
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N OUR COVER—Spring goes to your 
QO head when you're wearing a femi- 
nine Toppette by Brod. Flattering as well 
as practical, Toppettes show off the hair 
and face, fit any head size comfortably, 
and are as light as a feather. Versatility 
keynotes the particular style shown here; 
it is appropriate for late evening as well 
is carly morning. Fashioned in a scroll 
design. Made of imported satin straw with 
a French silk veil and priced for the Busi- 
ness Girl—just $4.50. Available in a wide 
range of colors to suit every taste, every 
necd—white, coffee, pink, blue, avocado, 
green, champagne, red, navy, brown, and 
black. Available at Bonwit Teller, New 
York; J. L. Hudson, Detroit; I. Magnin 
and Company, Los Angeles; and Burdines, 
Miami. 


If You Were the Boss 


Ir OFFICE WorKERS could hire their 
own bosses, what would they be like? 

To find the answers, the National Office 
Management Association conducted a sur- 
vey among 20,000 office workers through- 
out the United States and Canada. Results 
indicated that the ideal boss is a man 
between the ages of 40 and 49, with a high 
degree of managerial skill. Fairness and 
a good deal of common sense are his most 
outstanding characteristics. 

Contrary to the standardized picture 
of the business executive as a “hustling, 
bustling” individual, the workers revealed 
that they are not particularly interested 
in a boss who is energetic. However, they 
don’t like to see him put things off, either, 
if it would result in work piling up and 
pressure on the job. Grouchiness makes 
the boss unpopular with young women, 
while the older women seem to worry 
about his appearance. Older women, too, 
feel that he should be possessed of a 
particularly high degree of intelligence. 


And, in those firms where there are a 
great many young women, an under- 


standing nature is considered a big help. 

Most employees do not object to oc- 
casional streaks of stubbornness and will 
overlook a boss’s bad temper if he is all 
right in other ways. And what do office 
workers think about themselves? Over 80 
per cent of those polled said that “they 
would hire themselves for their own job 
if they were the bosses.” 
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From this office 4 
—_— 
come the most beautiful 
carbon copies 
in the world— 
thanks to Beautyrite 


Carbon Paper 


See how Remington Rand 
BEAUTYRITE CARBON PAPER 
can simplify your typing tasks 





Remington Rand, Room 1334 
315 Fourth Avenue, New York 10 


Remington. Brand 
DIVISION OF SPERRY RAND CORPORATION 
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Free Samples! Write to: 
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Pal 
‘ 


for Real Western Fun, 
Choose a 


REAL 
WESTERN 





e Adventure, relaxation, West- 
ern romance... you’ll find ’em 
allin the land of boots’n’ saddles. 


© Here you can choose your horse 
and ride to round-up... explore 
mountain trails... fish for fight- 
ing trout ...or just take it easy. 
And it’s all authentically West- 
ern—including campfire har- 
monies, ranch-style food, and 
your own appetite. Come with 
your family... bring a pal...or 
meet one here! 

© Mail the coupon now for Bur- 
lington’s illustrated Dude Ranch 
booklet, including names, loca- 
tions and rates of more than 100 
ranches. For a real Western va- 
cation ... Go Burlington to the 
Dude Ranch Country. Way of 


phe 
fa Domes 






for interesting, 
helpful booklet 
-..mail coupon 

today! 


BURLINGTON 
TRAVEL BUREAU 
Dept. 823, 547 W. Jackson Bivd., Chicago 6, Ill. 

1 am considering a Dude Ranch 
vacation in Colorado, Wyoming or 
Montana this summer. Please send 
me your illustrated booklet. 


Nome 





Address 
City 














Secretarial Success Story 


WHEN THE STORY OF PEGGY THORPE, 
public stenographer of White Plains, 
N.Y., first crossed our desk, we were 
bursting with curiosity to see this human 
dynamo at work. The opportunity pre- 
sented itself about a month ago, when 
two staff members journeyed up to White 
Plains to photograph Miss Thorpe in ac- 
tion. Fortified by a good night’s sleep and 
a more-than-substantial breakfast, the 
staflers were prepared to spend a hectic, 
harried day observing the operations of 
this exciting business venture. 

Peggy Thorpe is a dynamo, but the 
most charming and gracious dynamo we 
have ever come across. In the midst of 
jangling telephones, clattering machines, 
and customer visits, she was at all times 
the proverbial “calm, cool, and collected” 
individual. 

By the end of the day, we realized the 
inadequacies of the printed word, for 
what author could ever portray on paper 
the impressive story of this woman. 
Through all her trials and tribulations she 
has remained her basic self—a warm- 
hearted and friendly person. And while 
we can credit her booming business to 
hard work and superior secretarial skills, 
we feel she has an additional success se- 
cret: a love of people that is reflected in 
a twinkling smile and friendly attitude to 
all those with whom she comes in contact. 


Notice to Teachers 


You WILL avorp DELAY in the issuing of 
awards for your students by sending ex- 
amination fees with the tests. Applications 
without a remittance can be held only one 
month. If fees are not then at hand, pa- 
pers are destroyed without further notice. 


Money for Education 


Is IT WISE FOR STUDENTS TO BORROW 
MONEY TO OBTAIN AN EDUCATION? “Yes,” 
say the editors of Changing Times, The 
Kiplinger Magazine. According to a sur- 
vey released by that publication, there is 
more than 42 million dollars in loan funds 
available for college students. And about 
half this amount is never used, even 
though it is available at reasonable rates 
of interest to any willing student. 

The survey further reveals that there 
are student-loan funds in about two- 
thirds of our universities and colleges. 
(Interest rates are 2 per cent while the 
student is in college and 4 per cent when 
he graduates.) In most instances, those 
who borrow have an unlimited time after 
graduation in which to repay. While 
there is usually a limit on the total 
amount a student may borrow, the sum 
is generally around $400 to $600 a year. 

Loans are not restricted to straight-A 
students, either. Frequently they are open 
to anyone who maintains passing grades, 
for loans are granted on the basis of need 
rather than high scholastic achicvement. 
And even those students who have schol- 
arships may borrow from loan funds to 
supplement their income. 

Information about specific loan funds 
may be obtained by writing to the Direc- 
tor of Admissions of the college the stu- 
dent wishes to attend. 
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Ever watch someone 
searching in a messy file 
drawer for a letter or 
folder? Ever do it your- 
self? Takes time. Frays 

—=== tempers. Costs money. 

Why not have your files in a condition 
you'll be proud to show? Acco-binding is 
the answer. Put your letters, invoices, con- 
tracts, orders —all your papers—in Acco- 
bind Folders. They'll be safely filed— 
where you want them—until you want 
them. And your files will be neat, orderly, 
efficient. Accobind folders also save con- 
siderable space in filing cabinets. Your 
stationer will be glad to show you the fea- 
tures of Accobind Folders (all sizes and 5 
colors), and other Acco products. Ask him. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Torouto 














NEAT 
ERASURES 


RUSH- 


-FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of deaier to 


The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, N. Y. 




















pPHONE ODVICTABELT RECORD : 


ve § 
4 0! 








Heres the secret 


& 3 life. It’s the DICTABELT 
record > exclusive with the Dictaphone 


TIME-MASTER dictating machine. DICTABELT’s 





is easiest to transcribe and handle—speeds your 


work—lets Boss do overtime on his own time. 





Send for free booklet—‘‘Communication.”’ 


DICTAPHONE Corporation, 
420 Lexington Ave., New York 17, N. Y. 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton ave. East, Toronto . in England, Dictaphone Company, Ltd., 
17-19 Stratford Place, London W.1. Dictaphone, Time-Master and Dictabett are registhred trade-marks of Dictaphone Corporation. 
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The Day We Threw Away The Hand Cleaner 


“It was the day we switched to the new 
Azograph process to make copies of bul- 
letins, forms and many other things. I can 
write, type, draw and rule on Azograph 
masters—make correcticns and changes— 
but, there is no smudge, no smear, no stain. 
My hands, my machine, my desk and my 
clothes all stay clean. The copies look good 
and we get them in less time, for less cost. 
Now you know why my boss and I both 
cheer the day we switched to Azograph and 
found we could throw away the hand cleaner.” 

For complete information about Azograph, 


} ¥ B [) | CK 
THE FIRST NAME IN DUPLICATING 


A. B. DICK & and AZOGRAPH are registered trademarks of A. B. Dick Company 





the duplicating process with complete clean- 
liness— visit your A. B. Dick Company dis- 
tributor. You will find his name listed under 
Duplicating Machines in the classified sec- 
tion of your phone book. Or mail the 
coupon below. 


A. B. DICK COMPANY 
5700 Touhy Avenue, Chicago 31, Illinois 


Please send me complete information about your patented 


Azograph duplicating process. 


Name 





Organization 





Address 








City _ State 
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It started with the Abacus 


The abacus was man’s first known adding 
machine. Probably introduced in China 
in the 14th Century, it is still used 

today in parts of the Orient. The abacus 


See for yourself 


vertical wires. The operator See how the Underwood Sundstrand 10-Key 


is simply a frame with counters strung on 


manipulates the counters back and Electric Adding Machine can make hguring 
forth to reach his total. faster and easier for you. Ask for a 5-day free 
trial. Drop a note today to Dr. Earl G. Nicks, 
Manager, Business Education Division, Under- 
wood Corporation, One Park Avenue, New 


York 16, N. Y. 


SERVING EDUCATORS EVERYWHERE 
4 


2 
< 7» 
fA 


UNDERWOOD CORPORATION 


ONE PARK AVENUE, NEW YORK 16, N. Y. 








WHISK 
MISTAKES 
AWAY 
THE 
BEST 
WAY-— 







The faster and neater you 
correct mistakes, the sooner 
4 ; you can forget about them! 
Reduce “‘time-out™ for cor- 
recting. Eliminate the trou- 
ble of removing originals 
and copies from your ma- 
chine, the risk of spoiling a 
piece of werk, the necessits 
of retyping it. Use the typ- 
ists’ favorite eraser Weldon 
Roberts Eraser No 9000 
Suede Whisk. (Weldon Rob- 
erts Eraser No. 900 Suede 


with whisk brush attached). 


Ask vour oflice manager or sta- 
tiener for this gray rubber eraser 
of handy, slightly octagonal, 
“balanced” shape. It is really 
top. for correcting mistakes on 


any hind of paper 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World's Foremost Eraser Specialists 


~oseill — 


Walden Rotets 
Enon 


Correct Mistakes in Any Language 


sone co germecneg gg = 
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types her best 
using the 


_Léootg COPY HOLDER 


@ all-Metal—one piece 
@ “sight level” convenience 
@ holds postcard to phone book without tipping 


Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 

. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
90" high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


M 


ye Prod 
720 S. Dearborn Street © Chicago 5, Illinois 


kers of liberty Re 








ONE FOREVER is the idea 

G of the secretary as a young 
| woman who takes dictation, tran- 
scribes shorthand notes, and keeps 
the boss's files in proper order. A 
secretary is an integrated part of 
the American team of management. 
By increasing her abilities, her hori- 
zons, and her efficiency, she can 
add considerably to the effective- 
/ness of the American business ex- 
ecutive. 

The demands upon the energies 
of management are acute, and the 
degree to which a secretary can re- 
‘lieve these pressures effectively is 
'the degree to which she is success- 


ful. 


I HAVE OFTEN THOUGHT, for ex- 
ample, that one of the most price- 
less assets a secretary can possess 
is the ability to say “No” for her 
' boss and make it sound like “Yes.” 
To outsiders, she is considered the 
reflection of her employer's attitude 
/—and a velvet glove is always better 
than an iron mitt! Business these 
| days needs good will before it can 
| get off the ground, and good will 
| frequently keeps a man in his job or 
| elevates him. 

Sometimes, however, we are so 
/concerned with good public rela- 
_ tions towards outsiders, that we for- 
'get about those around us. Every 
member of the firm contributes in 
one way or another to the success 
of that firm. While the immediate 
concern of a good secretary is the 
demands of her employer, she is 
also cognizant of the over-all op- 
eration of the organization as well 
as the relatively narrow confines of 
the boss's office. 


AN EXECUTIVES OFFICE should run 
smoothly without him and a 
secretary should keep abreast of 
what is going on in the rest of the 
business to make this possible. 
Whenever convenient, a secretary 
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THE BOSS SPEAKS OUT 





| The Secretary in Our 


Modern World 


BY EDGAR J. FORIO 


Vice-President in charge of Public Relations, the Coca-Cola Company 


should conduct certain phases of 
his work without him but should 
keep him informed. And one of the 
first things she learns is that her 
job for her boss is to transmit orders 
and not to give them. This elimi- 
nates resentment against her, which 
ultimately counts against her boss 
and the working efficiency of their 
office. A conscious effort to under- 
stand and appreciate people will 
make them respond directly and, 
usually, favorably to her... and her 
boss. 


PRESSURES AND THE DEMANDS OF A 
yos can also produce a deadening 
effect on an executive. And here is 
where a good secretary can effect 
a real service. By being interested 
and interesting, she can broaden 
her horizons and be an instrument 
in getting her boss to broaden his. 
Too many businessmen live for 
their jobs and become more ma- 
chines than men. This situation, in- 
stead of qualifying them for a high- 
er position, makes them stale and 
narrow and definitely unsuited to 
progress beyond the present job. 
A secretary who is alert can guide 
her boss out of a work morass any 
time he seems headed for it or al- 
ready in it. 


DEPENDENT ON THE ABILITY TO 
BROADEN ONE'S HORIZONS is another 
important trait—-the happy faculty 
of being able to take advice and 
help. None of us knows everything; 
and sometimes, when we begin to 
grow, we think we've grown taller 
than we really have. This is the stage 
in which our mind closes to priceless 
help from other people. Keep an 
open mind and a ready “Thank 
you’ for the people who help you. 
Remember, érasers on pencils are 
deliberate, not accidental . . . and 
it is difficult tor even the great 
geniuses of the world to show in- 
fallibility in every direction. 
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> 
iss from the Boss! | Automatic Victa ion ‘ 
. 7 
« . 
x (You are both single of course...) h 
a rd 
*e, is here! ° 
& ey mr 
Wy 
You will transcribe twice as fast He will dictate as easily as talking, 
and right the first time... without errors or corrections... 
We girls know how to get our way by letting the Boss think it Think of all the times he usually changes his mind and clutters 
was his idea. Here is the newest and simplest operating up your graceful Gregg. With the Commander he can change 
dictation-transcription machine he can own. It will please him his mind a dozen times and not one correction will you hear 
no end as it cuts your transcription work in half. All he needs on the belt. It’s so simple. He ‘‘erases’’ and replaces a word 
is the amazing Unimatic microphone that fits the palm of his or even an entire paragraph just by re-dictating the new 
hand. Imagine the fun he’ll have pushing the little button, thought over the old. The magic of Comptometer’s magnetic 
flashing the red and green visualite, without worrying about belt does it. And won't he be surprised when you transcribe 
the recorder unit. He'll dictate anytime his little heart desires his ‘‘perfect dictation’’ in half the time, and right the first 
(... and you won't have to waste time waiting through all the time, too. (You might even get a raise...) 
i tions). 
interruptions) There are all sorts of features he'll like, such as the lifetime 
guaranteed recording belts he can use over and over, 
thousands of times. He'll brag about the money this saves 
the company over ordinary one-use belts or records. But 
HIGH FIDELITY Lennis th ati ' 
® ve the mechanical gadgets to us. We'll show him every 
om PTOM ETE cP work-saving feature once you get him to ask fora demonstration. 
As for yourself—You'll love the simplicity of the new Com- 
OMMANDER mander. You really don’t have to know a thing about dictation 
machines—just listen and type, at your own pace and con- 
Dictation-Transcription Machine venience. Best of all is the extra time you'll have for those 
routine jobs he’s always wanting done. 
WRITE US TODAY and we'll send you some attractive literature you can 
casually leave on his desk. He will compliment you on your good judgment. 
e@eeeeoevceaeoe ee eee e eee eeeeee ee ee ee ee 
MAIL COUPON TODAY ; 
A product of Felt & Tarrant Mfg. Co., SO OES cue te ehteenen . 
Chicago, Illinois. Other Felt & 1708 Marshfield St. e 
Tarrant products: The world-famous Chicago 22, Illinois - 
Comptometer Adding-Calculating Gentlemen: Without cost or obligation to me, please () Send complete e 
canine ‘tan information, © Arrange for Free Office Demonstration. ° 
Calculating-Adding machine. Name_ Ss 
a 
Address ——E . 
City County State “ 
®eeeeoeeeecee eee eeeeeeeeeeeeeeeeee@ 
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NEW! 
The ONLY Index Tabs 
with EVERY Desirable Feature 













ou 


Nothing To Lick—Sticks 
Instantly Even To Acetate 













You type directly on the label (or write 
or print with pencil or ball-point pen). Plastic- Pressure sensitive Labelon Tabs stick without 
protected message stays clean and neat. No cards moistening, even to acetate. Nothing to lick—just 
to insert, nothing to fall out. Long strip lets you cut tab to affix typed portion to page or folder, bend tab back and over, 
any length up to 6”. and squeeze tight. 










Handy 
Display Box ) 

Labelon Tabs Lets You | 

are thinner to 

poovent bulking. Select From 3 | 
ound books can 

be tabbed with- 5 

out distortion. 

Furthermore, DIFFERENT 

the light weight 

and flexibility of COLORS 

Labelon Tabs 

prevent paper 

from tearing at 

tab edge. 





See your stationer—or write us direct 


LABELON TAPE CO.,INC. see 
e f * in bulk quantities. 
450 Atlantic Ave., Rochester 9, N. Y. 
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and still the best friend 
a secretary ever had 


He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 
gals can enjoy their “after five” hours. He helps them 








take pride in their daily work ...and they are happier, 
the boss is happier, the clients are happier, everyone 
is happier. 
His name is 
Panama-Beaver 
| * 
For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 
| @ many secretaries during the 
8) course of the day. All 
5 io) PANAMA-BEAVER products 
2 are Vision Engineered, from Hypoint colored carbon 
t papers to Lustra Colorful Inked Ribbons that 
it 


harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 


Find out how PANAMA-BEAVER can become a 
non-salaried hard working experienced employee in 
your office. Call your local PANAMA-BEAVER 
Man, always a live wire! 


PAN MA-BEAVER 
“A 
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MAniFOLpD Suppuies Co. 
19 Rector St. New York 6, N. Y. 
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A good 
Secretary 


An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 


Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of EraserSTiK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 





AW.FABER CrasERSTIK (ALL SERVICE) V.6.A. TOQS 


es 





A.W. FABER-CASTEL 


PENCIL CO."INC. NEWARK 3. N J 











Ask the Experts... 





QO. Our company received a request from a 
x 

customer asking us to have the mill send a 
with his order. We 


mill. but one of their employees. new on the 


manifest notified the 
job. sent the manifest under separate cover, 

When the shipment arrived, the customer 
refused to accept it, as it was not accom- 
panied by the reque ted manifest. The ship- 
ment was returned hy the tric ki ing company. 
The next day. however. the customer re- 
ceived the manifest and told the trucking 
company to deliver the order. Is the cus- 
tomer or our company liable for the extra 


charge for the second trip? 


A. 1 believe that your company is li- 
able, for the customer accepted the offer 
with the proviso that a manifest accom- 
pany the shipment. By shipping the or- 
der, your company impliedly agreed to 
Any liability for the 
mill’s failure to follow instructions falls 
on your company. 


enclose a manifest. 





Q. / have often thought that. since we write 
the word why by using the letter i, we 
should also write words beginning with the 
why sound (wire, white) without the oo-hook 
at the beginning. For example. wire would 
be i-r, the outline for why (i) plus the letter 
r. Also. I believe that words like circle and 
should be 


r (s-e-k in plac e of s-e-r-k), 


circulatory written without the 


A. Inthe Anniversary Edition (the one 
preceding the Simplified Edition). we 
wrote the words wire, white, and wife, 


as you suggest. Our experience has 
been, however. that those words were 


not sufficiently frequent to warrant mak- 
addition, 
they were more difficult to read because 
the first letter 
we use the oo-hook in all these words, 
with the exception of why, which is a 


ing them memory forms. In 


was omitted. Therefore, 


very frequent business word. 
Your suggestion to omit the r in words 


like civculate was also used to some ex- 


TODAY'S SECRETARY e@ March, 1956 


Edition. The 
outlines you suggest are practical, and 


tent in the Anniversary 
there is no reason why you should not 
use them if they appeal to you. 


Q. Which is the correct past tense: “He 
plead (pleaded) guilty” ? 


{. Pleaded is the past-tense 


form, while plead is considered collo- 
quial, 


correct 








Q. My new electric typewriter works beau- 
tifully except that I often find the letter | 
turning up in the most unwanted places. Is 
this the machine's fault or mine? 


A. Your problem of the “unwanted |” 
is due to the deliberate but false instruc- 
tion of many texts and teachers to keep 
all fingers (except the operating finger ) 
on their home keys at all times. This 
prevents each finger from developing the 
full. free stroke required to type skill- 
fully. 

Try breaking away from this instruc- 
tion. Learn to “tick” the home keys 
lightly and without weight instead of 
holding the keys during the stroke of 
the other fingers. 


Q. Does one concur in or concur with? 
x 


A. The choice of the preposition to fol- 
low concur depends on the object of the 
preposition, 

One concurs in an opinion, an action, 
a belief, or a decree. 


One concurs with a person or thing. 


Q. 1 have always written vice-president 
with a hyphen, but quite frequently see it 
written without one. Which way is correct? 


Also, is the word capitalized 7 


A. Webster's Dictionary prefers the 
hyphenated form of vice-president, but 
allows the two-word style as second 
choice. 

The word is capitalized when it pre- 
cedes 


a personal name or is used in 





Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 


Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic ..Vivian W. Kline 
eee Charles E. Zoubek 
rer ere Gilbert Kahn 





place of a personal name. It is not 
capitalized when it follows a name ex- 
cept when referring to a high Govern- 
nent official. It is also capitalized in the 
nside address of a letter or on an en- 
velope whether it precedes or follows the 
name. 


Q. During the year and, more frequently, 
1 


during a holiday season, some people in our 


office receive gifts from casual business 
acquaintances. Should these gifts be ac- 
knowledged? Should the note be hand- 


written or typed? 


{. By all means acknowledge the gifts. 
You may type a short note on plain, 
white paper, mentioning your company, 
or write a thank-you on note paper, 
again mentioning your company name. 





Q. In our office. we formerly used a simple 
letterhead that had just the company name 
and address printed across the top. | used 
this 
stationery beneath his signature. On our neu 


to type my boss’s name and title on 
letterhead, however, his name and title are 
printed in the upper left-hand corner of the 
sheet. Should I continue to type his name 
and title beneath his signature, or do you 
think it would be better to type just one 
of them—either his name or his title? 


A. The choice of the style of typewrit- 
ten name and title on the new letterhead 
is entirely a matter of the dictator's per- 
sonal preference. 

We do feel, though, that there is a 
slight preference for continuing to type 
the name and title below the signature 
space, because readers are accustomed 
to looking there for this information. 


Q. Will you please explain the difference 
between a courteous request and a question 
in a business letter. 


{. It may help you to distinguish a real 
question from a courteous request if you 


(Continued on page 54) 





f E RE IT IS! the only Beauty Book ever published thai is 


GUARANTEED TO 





MAKE YOU MORE 
pmATTRACTIVE! 














Yes. 


weeks .. 


C 
f 


Anita 

Colby > 
+. famous t 
glamour coach, | 
now reveals the 


secret for turning 
“Plain Janes” in- 
to glamour girls. 


Why this sensational offer? Why does 
one of the world’s largest publishers take 
the risk of sending out thousands of books 
with this amazing guarantee? Why are 
we so positive Anita Colby’s book can 
help you? 

First ... because thie is unlike any other 
beauty book you have ever seen before! It is 
equal to charm school courses that cost $50— 
$100—or more. Day by day ... just as if you 
were taking individual lessons in the most ex- 
pensive charm school ... Anita Colby shows 
you new and exciting ideas on make-up, clothes, 
grooming ... gives you tips on developing a 
more alluring figure, softer hands, more lus- 
trous hair ... gives you dozens of in-a-jiffy 
methods for disguising faults ... shows you 
how to glamorize yourself quickly, inexpen- 
sively. 

Second ... the Colby instructions are tail- 
ored to YOU ... to YOUR own personality. 
You are shown how to use only those glamour 
habits that are best for you—-and you alone! 
You don’t spend any more time than you do 
right now on routine beauty care—but you 
learn all the RIGHT things to do—all the 
little secrets that im- 
prove your complexion, 
your hair, your figure, 






A More Glamorous YOU in 4 Weeks 
or YOU PAY NOTHING! 


.. With the help of this new book you will be 
more attractive, more desirable, in just 4 short 





or you pay not a penny! It’s true! We'll 


actually send you the book to use for a full month 
... and if it hasn’t helped you become more glamor- 
ous and attractive... it doesn’; 
This is the most daring guarantee ever offered on 
any book, any charm course anywhere! Take ad- 
vantage of it now. 
once for your free-examination copy of 


cost you a cent. 


.. mail the certificate below at 





A SAMPLE OF THE WONDERFUL HELP YOU'LL GET: 
Hints for a glowing shin and complexiog— tow to have smooth, silky 


skin all over. How to really clean your face for a radiant 
complexion. Anita Colby’s ‘‘easy-to-do-at-home"’ facial. 
What to do about enlarged pores, blackheads, whiteheads, 
pimples, ruddy face, wrinkles, face fuzz. How to care for 
dry, oily or normal skin. How to make facial masks at 
home to correct oily skin and blackheads. The ‘Hollywood 
Slant"’ trick for a better complexion. 


Wow te have radiant, lustrous balr—which short hair styles are 
best for you? How never to have your hair ‘‘smel!l bad’’— 
even after a permanent. How to care for hair that is coarse, 
wiry, baby-fine, bushy, straight, too curly. Best hair styles 
for faces that are oval, round, pear-shaped, oblong, dia- 
mond. How to avoid that stiff, set look, What kind of sham- 
poos, rinses, are best for you. How to tint your hair. 


Melding your figure inte new, youthtel lints— siimming exercises vou 
can do while lying in bed, while doing housework or olice 
work. The Colby ‘‘body-management"’ plan for perfect por- 
ture. How to lose weight without starving yourself. How to 
gain weight. Anita Colby’s simple routine for reducing thick 
ankles, fat knees, flabby thighs. How to reduce waist, hips 
bust. How to develop a lovely bust-line. How to correct 
stooped shoulders, sagging abdomen. How to prevent or get 
rid of a bulky tire around the middle. 


Tricks with eye make-——cCorrect eve make-up for yeur shape 
face. How to give close-set eyes a wider-spaced look. How 
to,make small eyes look bigger, too large eyes look smalier. 
How to exercise your eyes for beauty. Special evye-beauty 
hints for girls who wear glasses. How to tweeze and shape 
eyebrows, apply mascara and eye-shadow. What to do if 
your eyebrows are stubborn and won't stay in place. 


How te have the posture of a medel—av easy posture habit that 
reduces unglamorous bulges in front and back. Causes of 
bad posture and how to correct them. How to walk and 
stand as models do. Four graceful ways to sit ‘‘like a lady’’. 
Hints on going up and down stairs gracefully. 


How te develop a persenality—rasy ways to develop more 
interest, more zest in living. How to actually plan to make 
nice things happen to you. Developing habits of neatness 
and tidiness. How to be a good listener. Hints on being 
charming and gracious in any company. Bad conversational 
habits and how to break them. How to compel attention 
when you speak. How to enter a roomful of people. How to 
develop a beautiful smile. How to conquer shyness and ac- 
quire social poise. How to be interesting to men. 


Clothes tips fer your type—simple, scientific way to find the colors 
and shades that are best for you. Foolproof way to find the 
right shades of make-up to wear with your various culors. 
What to wear to look shorter or taller. How to discuise 
large hips. What are best colors for the thin girl. What 
kind of hat does most for you. How to save money on 
clothes. Ideas for play clothes combinations, street wear, 
evening wear and accessories. 





your poise—everything 
from top to toe. 
See the exciting dis- 






covery waiting for you Prentice-Hall. 
in the pa of this new ee marae 
book! Mail certificate for 


Free-examination copy. 


JP ANITA COLBY’S 14-Dey 
Léa 


“Eat Plenty” Reducing Diet § 
Diet shows you how to : 
make pounds and in- 
ches melt away, and g Name 
still eat three nourish- 
ing meals of delicious 9 


2 months. 








FREE-EXAMINATION 
CERTIFICATE AND 


e 

Send me ANITA COLBY’S BOOK OF CHARM AND GLAMOUR for 10 
days’ FREE examination. Within 10 days I will either return it and 

7 owe nothing, or send my first payment of $1.95. Then, after I have 
used the book for a FULL MONTH, tf I am not delighted I may re- 

a turn it and you will refund my first payment in full. Or I will keep 

' the book and send you two more payments of $1.50 a month for 


Also, send my FREE diet booklet, which is to be mine to keep re- 
gardiess of whether or not I keep the big book. 


food each day. We'llg}) ‘“‘dres*.-- 
send you this booklet - 
FREE if you mail the City...... 


GUARANTEE 


Inc Dept. 5886-D1 
New Jersey 


BONES, 62 0 6s tecee 








certificate promptly. 
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The IBM Electric 








...1t will give you the best-looking letters 











The best-looking typing in the world 
comes out of the IBM Electric. You 
can't vary the even, uniform IBM typ- 
ing, no matter what touch you use. 





Electricity does the work! One hour 
of typing on an IBM takes less “finger- 
effort” than three minutes’ typing on 
a manual. This ease—and the many 





you ever saw—in less time and with less effort! 


IBM time-saving aids—help get your 
typing done in far less time! 


Once vou and your boss see the superb 





IBM Electric, you're sure to agree — 
it does more for you than any other 
typewriter! So why not ask your boss 
to call IBM today? You'll both be so 
glad you did! 





ELECTRIC 


TYPEWRITERS 








eee OUTSELL ALL OTHER ELECTRICS COMBINED / 
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March 1956 TODAY'S 


ROBERT 
MONTGOMERY 
PRESENTS 


oyce Mckenna 


—. EVENING finds Joyce McKenna at home in front of 
her television set. She adjusts the dials, curls up in an armchair, 
and is ready to enjoy the next hour on the NBC network. 

Joyce’s special love has always been good theatre, so she has long 
been a fan of this TV series. During the past year she has had another 
exciting reason never to miss a broadcast. She is Robert Montgomery's 
secretary. 

Not long ago Joyce’s big blue eyes would have danced with amuse- 
ment had anyone predicted that the man she admired as he introduced 
the plays, or acted in them, would be her boss. Hezs is the story of 
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SECRETARY 


by Marin Noyes 











There are few moments in Joyce’s day when one of the 


three telephones on her desk isn't ringing. 


Small details are important. Early cach morning Joyce 
tidies her boss's desk and fills his pen. 





what can sometimes happen to an average American 
girl who knows what she wants and goes after it with 
enthusiasm. 

While Joyce was still in school, she decided she'd 
like to be a part of the world of drama. Today she’s 
exactly where she wanted to be. She’s had her job 
only a year, but long enough to hope it will be hers 
as long as she goes to work. 

“I'm happy on this side of the desk,” she confides. 
“I haven't any ambitions to be an actress or a writer. 
I share in the excitement of the theatre and television, 
and the personalities involved—and because I'm a sec- 
retary, I’m at the heart of things.” 

Her leap into the ranks of secretaries to famous 
men has been spectacular. In college, Joyce was active 
in literary, dramatic, and sports activities. As soon as 
she had her B.A., she went to secretarial school. where 
she brushed up on the typing she had studied earlier. 
learned to write shorthand competently, and became 
familiar with secretarial procedures. It was time then 
to take her first big step. 


ONE DAY SHE WALKED INTO THE PERSONNEL OFFICES of 
her favorite broadcasting company. It took courage, 
because she had not come in response to a help wanted 
ad, nor was she armed with a letter of introduction. 
However, they agreed to test her shorthand and typ- 
ing. The results justified an interview; and, when Joyce 
left, she had a job as secretary to two men in the Net- 
work Sales Department of the National Broadcasting 
Company. 

She liked her bosses and she liked learning about 
the practical side of broadcasting—so well that. after 
two years, the men recognized she was ready for 
a job with more responsibility. Although reluctant 
to lose her, they knew her intelligence and her loyalty 
had earned their help. Hearing that Mr. Montgomery 
was looking for a secretary, one of them arranged 
an appointment for Joyce. 


Joyce was nervous when she met Robert Montgom- 
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ery for the first time; but he soon put her at ease, and 
she found herself telling him about her interest in 
television and the theatre—even about the two pub- 
lished articles on the theatre that she had written while 
in college. 

She had a bad moment when she heard him chuckle 
as he read the resumé she had carefully prepared. 
Then he looked up and teasingly remarked that she 
had been brave to note that she had been on the 
Dean’s List. Did she know, he asked, that in some 
colleges it’s not an honor list, but a list of those cam- 
pused for disciplinary reasons? This was her first taste of 













PHOTOGRAPHS BY 
JACK ZWILLIGER 

















































































Typing erasures 
are taboo. This 
efficient secre- 
tary is particu- 
larly fond of her 
electric type- 
writer because 
of the neat « opy fy 
it produces. | 5 


his humor, but not her last. She got the job. In less 
than three years, Joyce had won a position that any 
girl would envy. 

Her first day at work was unique. Even secretaries 
of long experience are apprehensive about that initia- 
tion into adapting to the personality of a new boss 
and handling the routines of a new office. Joyce’s boss 
wasn't around, nor was he there until three weeks 
later. He was busy directing out-of-town tryouts of 
The Desperate Hours, the play that was to become a 
Broadway hit. 

Joyce considers those weeks a lucky break. “I used 
them to dig into the files and read everything I could 
to give me a head start. I studied the general setup of 
the office, the way matters had been handled, dis- 
covered what many of my duties would be, and 
made a list of questions to ask.” 

During that time, however, some problems came up 
that had to be solved immediately, This, too, was 
good for Joyce. Sometimes her search through files and 
records wouldn't yield even the name of anyone who 
might be able to help her. “I'd almost give up, then 
I'd make myself think about it a little longer. It really 
worked!” she said exuberantly. Since then, learning 
the hard way has become a game she plays to protect 
Mr. Montgomery. 

Undoubtedly this experience quickly taught Joyce 
many of the little tricks of efficiency. She hunts dili- 
gently for answers before asking him, and wouldn't 
think of rushing into his office with one question at a 
time. She tries to sense his reactions, to know when 
it's time to put forward a problem or to leave him 
alone with something else that is pressing. 






Fan mail is fun. Mr. Montgomery and 
Joyce were particularly pleased with 
a little girl's request for five 
autographed photos—one for herself 
and one for each of her four sisters. 
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She makes a point of not going into his office as 
soon as he arrives. She likes to give him time to relax 
a few moments and go over his own plans. 

She has tried to develop good judgment in making 
decisions as to what she should handle and what merits 
his attention; the people he will want to see, the 
phone calls to put through, the letters to answer. 

Recently, Joyce read an article about Mr. Montgom- 
ery that mentioned he liked an uncluttered desk. She 
has taken her cue from this now, but she blushes 
when she remembers the day he returned after her 
first weeks alone. She hadn’t known which papers 
should be transferred to other offices, which maga- 
zines he read and which were for her information; so 
she had piled every bit of incoming mail on top of his 
desk in several stacks of varying heights. 

Joyce suspects she still makes mistakes and prob- 
ably interrupts him sometimes when he'd rather be 





On an errand at the studio, 
Joyce chats with one of her fa- 
vorite actors, John Newland. 


left alone, but he has never told her so, never been 
too busy to listen to her questions. 

That he appreciates Joyce is evident when she 
says, “He gives me responsibility and makes me feel 
that he trusts me.” 

Joyce appreciates his graciousness. She never feels 
like a little girl or a servant. He has never learned the 
careless manner of many bosses, “Get me so-and-so on 
the phone!” Instead, Joyce hears, “If you have a mo- 
ment, will you get me so-and-so?” 


“THE MOST WONDERFUL PART OF MY JOB is taking dic- 
tation from Mr. Montgomery,” Joyce reveals. His dic- 
tion is as excellent in the office as it is on the screen, 
but there’s something else that makes it outstanding. 
His English is perfect and his style of writing, that of 
a professional. Joyce, taking down his letters, enjoys 
the way he uses words and adds phrases that bring a 
sparkle of humor into the most dignified business letter. 

Her day begins by sorting the mail—noting the let- 
ters that should be brought to her boss’s immediate 
attention. She tries to prepare some of the replies 
on her own, either for his signature or for hers as 
Robert’ Montgomery's secretary, because “the only 


thing he lacks is time. (Continued on page 55) 
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If your fingers have wings and their aim 
is deadly precise, you can build yourself a rewarding business 


as a public stenographer 


MARGARET HALE 


FINGER-TIP MONEY 


Peggy Thorpe, public stenographer of 
White Plains, N. Y., credits her success 
to determination and hard work. 





























EGGY THORPE of White Plains, New York, had 
had enough of working for others. The time had 
come to slave for herself. Fortunately, her business 
background was varied—an absolute “must” for a pub- 
lic stenographer. She had a good working knowledge of 
several fields, legal, medical, insurance, and building. 
She needed equipment, of course, but kept it to a 
bare minimum—an electric typewriter, a chair for her- 
self and one for the customer, various kinds of paper, 
carbon, manuscript-sized envelopes, business cards, 
and a phone. Since she could not use her apartment, 
she needed an office. Wisely, she took the smallest and 
cheapest one obtainable. The building was old, but it 
was well located in the business district. 

She then listed herself in the classified telephone 
directory under “Typist” and under “Public Stenogra- 
pher” and took a small ad in the local paper. She wrote 
letters to all the business firms in town, the doctors 
and lawyers, telling them what services she had to of- 
fer, stressing speed, accuracy, and dependability and 
she took care to see that those letters were perfect, for 
they were her introduction and a sample of her work. 
She went personally to some of the firms, as a follow- 
up. She watched the “Want Ads” for those in need of 
part-time help and talked some of them into letting 
her do their work at her office so that she was there 
to take care of any business that new customers might 
bring in to her. 

She needed money to live on while building up the 
business. Peggy Thorpe didn’t have it, so she had to 
insure it. She dug around, before she signed her lease. 
and found a lawyer who needed her services two full 
days a week. The work was very exacting and he paid 
well, so well that it was more than sufficient to cover 
the very reasonable rent. Two days a week was the 
most she could spare away from her office. 

Within six months of the day she started in busi- 
ness, Peggy was able to afford a typist for the two 
days she was out of the office. As a rule there was 
reserve work for the typist to do; but, if there was 
nothing, at least the office was covered and the service 
available. By now the card file listed three lawyers, 
one builder, a florist, a restaurant owner, a short story 
writer, an insurance adjuster, a fence manufacturer, 
a pet supply house, a piano store, two doctors, and 
the surplus work from one of the public schools. Their 
business was not steady but came at frequent enough 
intervals to keep the typewriter busy and the books 
in the black. 


AT THE END OF THE FIRST YEAR, a full-time assistant 
was needed. To find one with the right qualifications, 
plus a sincere interest in the advancement of the busi- 
ness, was like finding a needle in a haystack. But, after 
trial and error, one was hired. 

Now the office was too small for two people and 
customers. Down to the building management went 
Peggy Thorpe. Yes. they could help. The following 
month they would have a vacancy—one very large 
room. The rent was higher, but it could be met. The 
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Peggy's part-time typist learns 
the mimeographing process. 
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When time means money, Peggy 
often does the repair work. 
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At the end of two years, Peggy has her own private 
office, an assistant, and a part-time typist. 


contract was signed and arrangements made to parti- 
tion off a small private office for the “boss.” The rest 
would remain still a very large room. The new oc- . 
cupant-to-be looked the space over and decided there 
was ample room for her assistant’s desk, a larger 
supply closet, another desk against the acquisition of 
still another typewriter—and enough left over to rent 
out desk space. She immediately put an ad in the 
paper, “Desk space available with or without tele- 
phone answering service.” Within two weeks she con- 
cluded arrangements with the local representative of 
a national firm to move in shortly after she did. So, 
even before taking over her new quarters, part of the 
rent was guaranteed! 


——— 


At the end of two years, Peggy Thorpe—Public 
Stenographer—boasted much additional equipment and 
personnel. Besides herself, her full-time assistant, and 
her regular part-time typist, she had available, when 
needed, a stenotypist for outside work—speeches, ex- 
aminations before trial, dictation at the customer's 
office—and stenographers who could handle French, 
German, and medical work. 


Peccy THORPE’S SUCCESS STORY sounds very simple, but 
it's not quite that. Much hard work goes into any 
profitable undertaking. Long hours, painstaking at- 
tention to detail, a well-leashed temper, a perpetual 
smile, even when some customer just about drives 
you insane. Not all customers are polite. Not all of 
them are reasonable and fair. But nice or not, they're 
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, 
Ar rar nicut: Peggy dis- < 


cusses work with a client. 
Sofa unit was purchased 
for busy periods when she 
often has to sleep in the 
office overnight. 


Ar nicut: Many custom- 
ers never come to the 
office. Assistant 

Florence Engkvist is seen 
here taking dictation over 
thre telephone. 


customers—your life blood—and the old adage holds 
just as true in this business as any other—the customer 
is always right—at least he is until you can afford to 
be choosey! 

Youre always working against time. Minutes are 
money and they cannot be wasted. It’s not too difficult 
to get started, but you'll never get very far if you don't 
give full value to your customer (and to yourself), and 
unique service. No faults can be hidden, no work can 
be put off until you feel in the mood, you cannot af- 
ford the idleness of illness, you can’t take refuge be- 
hind an indulgent or blind boss, you can’t blame 
others, you can't play office politics. Judgment of your 
worth is immediate. You're strictly on your own. You 
have one asset and one only—ability! 

The prevailing minimum rate today is three dollars 
an hour, depending on the type of work. That is more 
than the privately employed typist gets and wishful 
thinking for most stenographers and secretaries. You 
can see, then, that you've got to give three dollars’ 
worth of value. Some customers will be dazed when 
you quote the price. But never fear, they will come 
back because you will be giving them prompt service, 
accurate service, and (when compared to the average 
typist’s or stenographer’s output) inexpensive service. 
And don’t forget that this three-dollar figure must 
cover not only your own time, but your equipment and 
its upkeep. It must also cover your rent, light, phone, 
supplies, and salaries for office personnel. 


ANY NUMBER OF PEGGY THORPE’S CUSTOMERS don’t ever 
come near the office. They mail in their work or they 
dictate their letters over the phone. A_ dictating 
machine is hooked up to the telephone, and any one of 
her girls can type as the customer talks. All you need 
is a headphone similar to those used by telephone oper- 
ators, and youll have both hands free. 


During examinations before trial, 
shorthand is an all-important skill. 
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If there are any colleges in your vicinity, contact 


them. There is a tremendous amount of thesis work 
and class papers that have to be typed. The public 
schools often have rush jobs that their staffs cannot 
handle. New firms moving to your town always have 
a help problem at first. Go to see them. They'll be de- 
lighted to see you. Get in touch with churches, polit- 
ical organizations, women’s clubs, the Scouts, philan- 
thropic organizations, the busy departments of your 
town or city government—any place that may have 
more work than they can handle can be your bonanza. 


WHEN YOU HAVE A LITTLE SPARE CASH and good credit 
standing, get a Mimeograph machine and another 
electric typewriter, one with the same style type you al- 
ready have. (Two typists can work on one job that 
way.) And, as soon as you can, get a machine that 
automatically types originals from a perforated tape. 
Organizations, especially, like to send out hundreds or 
thousands of identical letters; but they want each one 
to be individually typed so that their contact with the 
receiver is a personal one. You perforate a tape (like 
the old piano rolls, remember?) and then it is auto- 
matically run through a special typewriter and the 
letter is typed without lifting a finger. All you have to 
do is feed paper to the machine and, if the customer 
wants it, you type in the name. From that point on the 
automatic takes over and, while it is doing its magic 
work, you can be doing something else. Peggy Thorpe 
considers this machine one of her most valuable pieces 
of equipment. (“Even though it did cost an arm and a 
leg,” she laughs. ) 

Buying a machine like this is where a high credit 
rating stands you in good stead, unless you've got a 
tidy sum hidden away. Remember that it is most im- 
portant to have the best possible credit rating. Keep it 
good, at all costs. Then, when you need some particu- 
lar piece of equipment, you stand a good chance of 
being able to get it. 

When your business warrants, get a bookkeeper. 
There are various bookkeeping services available that 
youll find listed in the classified telephone directory. 
The cost is very small and their capable man will keep 
your books straight and you out of difficulties. The 
work is done at their office, so you do not have to pro- 
vide space. 

Peggy Thorpe has three important don’ts—don't con- 
sider being a Public Stenographer if hard work gets 


you down. Don't consider (Continued on page 59) 
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The Personnel 
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BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Job-Hunting Hints 


T NINE-THIRTY the other 
A’ morning, a young woman came 
to see me about a secretarial job. 
Our conversation started with the 
usual questions and answers, and 
then she went on to tell me about 
her last job. In a very short time, 
and with little prompting, I heard 
all about the three secretaries who 
had shared an office with her. She 
liked two of them but felt that the 
third wasted too much time, made 
too many personal telephone calls, 
and did far too little work. As I 
listened to her chatter, I couldn't 
help but feel that such conversation 
was completely immaterial and cer- 
tainly it was unrelated to her qual- 
ifications for the job. My main im- 
pression was that she probably 
spent much of her work day in such 


idle talk. 


ON THE OTHER HAND, it is very diffi- 
cult to learn much about the appli- 
cant who answers questions with a 
simple “yes” or “no.” Therefore, you 
must strike a happy medium when 
youre job hunting. You can’t talk 
too much or too little. You must 
evaluate each interviewer just as 
he evaluates you. Your evaluation, 
however quick it may be, should 
determine the answers you make. 
In ninety-eight per cent of the cases 
you will be safe if you answer ques- 
tions fully, without idle gossip or 
complaints. The interviewer is in- 
terested in learning the pertinent 
facts regarding your qualifications 
for a job. And nothing is more wel- 
come to anyone who sees applicants 


all day long than a sincere, warm 
and courteous manner. 

Just as it is important to describe 
your previous experience, so it is 
necessary to mention any factors in 
your personal life that might affect 
your work. Don't hesitate to tell a 
potential employer that you have a 
physical disability, if it is not visi- 
ble, or that you support an invalid 
mother. Employers are human, too, 
and in most cases, they can under- 
stand such personal problems and 
responsibilities. They would prefer 
to know of any such unusual cir- 
cumstances before employing yeu. 
And, once on the job, you will have 
less difficulty if such problems oc- 
casionally interfere with your work. 


YOUR APPLICATION is your card of 
introduction. Fill out your applica- 
tion form as completely as possible; 
don't be vague. Very often, appli- 
cants will answer questions con- 
cerning dates of employment with 
the years only, such as 1953-1954. 
This could cover a short period of 
time or a relatively long period of 
time, and the interviewer has to 
ask additional questions before he 
obtains the required information. 
Honesty is the best policy you 
can follow in supplying information 
to your future employer. If you are 
being considered for a job with any 
responsibility, a reference check will 
be made with previous employers 
and the truth will usually be un- 
covered. Many times job seekers— 
women in particular—think it ad- 
vantageous either to add or subtract 
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several years to or from their age. 
There is no great harm in doing this 
so long as you look and act the age 
you claim. However, to go to ex- 
tremes in trying to make yourself 
younger—or older—is dangerous. 
Some women, too, list their age as 
“twenty-one plus.” Any employer 
might look askance at such a whim- 
sical reply and wonder whether 
this would be the manner in which 
his work would be handled. 

He may feel the same way if your 
application is covered with self- 
designed abbreviations or scratchy 
penmanship. Your application is 
seen before you are, so fill it out 
with the same care you wil] take 
in verbally presenting yourself. 


WE LIVE IN AN INFORMAL working 
world and often employers do not 
particularly care whether or not 
you wear a hat on an interview, just 
so long as you are well groomed. 
They probably will not be favor- 
ably impressed, however, if you 
come into the office chewing gum 
or carrying a lighted cigarette. You 
may be offered a cigarette on an 
interview and, in general, it is good 
policy to decline the offer. It creates 
a much better impression. Of 
course, chewing gum has no place 
in a business office. 

When job hunting, plan to spend 
sufficient time on each interview. 
Don't display annoyance or impa- 
tience when you are requested to 
wait, even though you may have an 
appointment. Instead, read a maga- 


zine or give (Continued on page 63) 
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Former Secretary. Midwestern Association 


of Private Employment Agences 


HEN I SEE one of those “before and after” ads 

in the paper, I always think of Muriel. Muriel 
is a capable young executive secretary to the circu- 
lation manager of a national magazine. Her next 
increase will put her into the $5,000 salary bracket. 
Naturally, one would assume that Muriel must have 
had extensive college training, and several vears of 
experience in her field. But the truth is that she took 
only a junior-college business course, and just a few 
months ago she was a department store steno! 

While Muriel’s success story is not a typical one 
in my Midwestern employment agency, it is not exactly 
a rare one, either. I think her case history will graphi- 
cally demonstrate the value of using a competent 
placement service when you are job hunting. 


MURIEL CAME INTO OUR AGENCY On a nasty, drizzly 
day in April. Incidentally, if you go to an employment 
agency on an exceptionally rainy or cold day, you 
are certain to get better-than-average attention. Most 
people do not go job hunting on bad days, so your 
competition is less. Besides, both employment coun- 
selors and personnel people who do the actual hiring 
are impressed by your sincerity! 

Muriel was 27, and had been working in a depart- 
ment store since her graduation from junior college. 
Besides having been a steno in the methods and _ pro- 
cedures office, she had worked in the mail room, the 
addressing department, and had done her own cor- 
respondence in Customer Relations. 

Her references were excellent, and she could have 
gone on working in the store for another thirty years, 
earning a little more each year, and becoming more 
and more bored with the routine. 

The counselor who interviewed her—I'll call her 
Mary—felt Muriel was a good candidate for a better- 
than-average job. She had perseverance and dependa- 
bility. This was obvious from the fact that she was 
not a “job-hopper,” but stayed in her first position 
to learn all she could from it and to earn well-deserved 
recommendations from her employer. Her attendance 
record was fine. 

She was intelligent enough to know the time had 
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By EULA BIRCH 








come for a change, and her school record and general 
conversation indicated that she had a keen mind. 
Muriel’s appearance was right, too. She was good- 
looking, poised, and dressed modestly but attractively. 

All in all, Muriel’s counselor had a good “product” 
to offer an employer. She could send her out on any 
number of job interviews—or she could spend some 
time in preparing Muriel for a position that spelled 
CAREER. 

One of the positions Mary had been asked to screen 
for was a highly specialized one. The employer had 
spent a great deal of money advertising, both in the 
newspapers and in trade publications, for a person to 
fit his qualifications. When the right person did not 
show up, he contacted Mary. They discussed the com- 
plete job content, and even the testing materials to 
be used in the final screening. 

Mary had a good mental picture of the girl needed, 
and she felt that Muriel filled it with one exception. 
Though the skills and aptitudes required were almost 
identical to those she had used on her previous job. 
her knowledge of magazine circulation was no better 
than yours or mine. 

Mary talked with people who knew circulation, 
learned what books and magazine articles would give 
a good explanation of the procedures, and asked Muriel 
to read them. Armed with this knowledge, Muriel 
made a good impression on the employer, passed her 
tests with flying colors, and got the job. 

[ am fairly certain that Muriel would not be in 
her job today without the help of an employment 
agency. For one thing, she wouldn't have known the 
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There will be hundreds of posi- 
tions on file at good 





employment agencies. 




















A good counselor works sincerely and 
intelligently to fill the 
needs of both employer and applicant. 
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job was available. Had she known, I doubt that she 
would have thought of applying for it because she 
would have felt incapable of handling it. And, if she 
had made application, she would have gone to her in- 
terview unprepared to discuss the position. But, with a 
good counselor sincerely and intelligently working to 
fill the needs of both employer and applicant, Muriel 
and her new boss were able to bypass these hurdles. 


THE sToRY OF MURIEL illustrates the advisability of 
working with an employment agency when one is 
looking for real advancement. But maybe you want 
just a good secretarial spot, not a CAREER. You may 
say, “Why go to an agency? There are many oppor- 
tunities advertised in the paper.” 

It is possible, of course, to find a position in this 
manner. However, getting you a good job is our 
business; and, because we are in constant touch with 
employers, we can tell you the advantages and dis- 


advantages of jobs that are open. 
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A good employment agency will have hundreds of 






positions on file, while the newspaper will list only 
a handful. The agency will have the available open- 
ings broken down into geographical areas so that you 
will be able to find one near your home, or convenient 
to transportation. 

The agency will know the salary ranges, the chances 
for advancement, and the fringe benefits. If you 
wish to further your education, there may be _ posi- 
tions where the employer will pay for college or 
business-school courses. 

If you desire a position in a company of a certain 
size, or in a particular industry, the agency can give 
you this information. Also, the agency can tell you 
where to find “glamour atmosphere,” what offices are 
not “up to snuff,” and what firms are having tough 
financial sledding. 


LIKE ANYTHING ELSE, the services of an employment 
agency should be used wisely. If you have never 
worked with an agency before, these points will be 
helpful in making your job-hunt a success: 

1. Pick a responsible employment agency. Analyze 
the agencies advertising in the Help Wanted columns. 
Flamboyant claims are usually a cover-up for the 
mass-production agencies with little to offer. Em- 
ployers can advise you as to what agencies know 


their business, since they deal with them every day. 


The services 
of an 
employment 
agency 
should be 


used wise ly. 





So can friends who have recently changed jobs. And 
in addition, you should be able to judge for your- 
self, from the attitude you encounter at the agency. 
A good counselor shows that she is interested in human 
values, she understands that changing jobs is an 
important turning point for you, and her efforts are 
bent toward helping you make the best possible 
choice. She, like any true professional, is more in- 
terested in the service she is rendering than in fees. 

2. Put your best foot forward at the agency. If you 
make a good impression, more effort will be put into 
getting you the job you want. My counselors have 
made many fast friends of their applicants. Give your 


counselor a chance to be a real friend. 








3. Give the agency your complete background. The 





more your counselor knows about you, the easier it is 





to work effectively on your case. If you have a “skel 





eton in the closet.” get it out in the open where it 





can be worked with, rather than have a job killed 





by a final reterence check. (Continued on page 6l 
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Consulting a rental agent 
is one of the easiest 

and quickest methods 

of finding an apartment. 


“NCE UPON A TIME there were two girls (sec- 
( retaries; as a matter of fact) who came to a large 
city (New York in fact) to make their fortunes. 

It was not long after, that these young women, find- 
ing themselves settled happily in jobs, decided that the 
hotel where they had been staying while job hunting 
was not really the place they wished to live. Though 


the hotel rates were reasonable, eating out three times 
a day seemed to be taking more than a healthy-sized 
bite out of the weekly budget. Most of the time it was 
an effort to get dressed and go out for dinner, and 
hotel residence automatically did away with any bed- 
time snacking. Inadequate closet and storage facilities 
and a general lack of space in which to move about 
were other disadvantages. But, far more important, 
living in a hotel meant no entertaining in their own 
home and virtually eliminated any possibility of parties 
with themselves as hostesses. 

On the credit side, there were many desirable fea- 
tures to hotel lite—there was no bed-making nor clean- 
ing to do, no shopping for groceries, no laundry prob- 
lems. It required no furnishings of any kind, no linens 
or dishes, no pots or pans. Still, it didn’t seem like 
“home.” 

But even after resolving to get a place of their own, 
which must first of all be “clean” said one, “spacious” 


said the other, they had little idea of what they actu- # 
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BY JEANNE PENNIE 


ally wanted or could afford. After many consultations 
with friends and a few exploratory visits to available 
apartments, they came to several conclusions. 


THOUGH THE RENTS FOR FURNISHED PLACES WERE HIGHER 
than for unfurnished ones, there were also definite as- 
sets. Such an arrangement would require a minimum 
investment in household equipment and, as a result, 
would make it possible to move or give up the apart- 
ment with less difficulty. On the other hand, furnished 
apartments as a whole were extremely impersonal— 
“almost like having several hotel rooms’—and in many 
instances they were not attractively decorated. 

Unfurnished places, though less expensive, would 
necessitate buying everything from beds to can open- 
ers. Again, should one of the girls be forced to leave 
the city unexpectedly or, more happily, get married, 
there would be the matter of the furniture. They would 
have to reach some kind of agreement regarding its 
disposal, either dividing the actual pieces or deciding 
on a financial arrangement. 

The desire for self-expression and to see what they 
could “really do” finally won out. The girls resolved 
to take an unfurnished apartment and enjoy it for as 
long as they could. Sitting on the beds in their narrow 
hotel room, they planned how much they could afford 
to spend for rent, what furniture was to be paid for 


TODAY’S SECRETARY @ March, 1956 


Walking through certain desirable neighbor- 

hoods and watching for signs advertising 
available apartments turns up many good leads. 
However, it is tiring and time-consuming. 
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with ready cash, without depleting their savings, and 
what was to be budgeted. 

They found friends were invaluable in pointing out 
ways of finding available places, and they finally nar- 
rowed all suggestions down to three—by reading the 
real estate sections of newspapers, by walking through 
certain desirable neighborhoods and watching for signs 
advertising available apartments, by consulting a rental 
agent. The girls soon discovered for themselves that the 
Sunday papers contained the greatest number of ads 
announcing places for rent and that it was frequently 
possible to get that section of the newspaper a day 
early. Walking and looking, though it turned up many 
good leads, was tiring and time-consuming (a great 
drawback, since the girls had only the weekends and 
evenings in which to look). And the easiest method, 
locating an apartment through an agent, involved a 
rental fee that varied according to place and agent. It 
might be a month’s rent or a percentage, depending on 
the location of the place, or even a flat rate plus an ad- 
ditional amount for each room. 


WHILE THE SEARCH WAS ON, they also added several new 
terms to their vocabulary—“walk-up,” a self-explan- 
atory phrase describing an apartment in a building 
without an elevator and that might be located any- 
where from the third to the sixth (Continued on page 47) 
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PPVHE MAN sitting across the big oak desk from vou 

l smiles broadly. “Yes, Miss Wyndinhammer, you are 
the young woman we've decided on for the position. 
We are pleased to welcome you to our company.” 
These are the words every job hunter hopes to heat 
if that job hunter’s name happens to be Miss Wyndin- 
hammer. But, when they are spoken to you, they mean 
that you are about to start a new and exciting phase 
of your career—proof positive that you have done a 
successful selling campaign of your own. 

That’s what job hunting is, a selling campaign. 
You're selling your skills, your personality, your ap- 
pearance, You can understand why each of these is im- 
portant to your boss. He'll be working with you day 
in and day out, and he'll want the relationship to be 
smooth and pleasant. 


A GOOD SELLING CAMPAIGN starts with some careful 
planning. To begin with, you'll want to decide on the 
type of business that will be most interesting to you. 
Perhaps you work in an area where there are many dif- 
ferent businesses, and you can aim for a job in the 
company whose products or services have most appeal 
for you. An employer will always try to choose someone 
who is genuinely interested in his firm. He knows that 
person will be happier and will do a better job. 

Youll also want to analyze your strong points to 
decide what department of the firm you'd prefer. If 
you are good at dealing with people or are a wiz at 
typing statistics or have a flair for writing or have any 
similar outstanding ability, mention this to the per- 
sonnel director. And, if you relish a lively, something- 
popping-every-moment atmosphere rather than a rela- 
tively calm, peaceful department, bring this out. Some 
departments, such as accounting and purchasing, are 
apt to be fairly quiet and easy-going. Others, like 
personnel and sales. deal more with people and may 
be more hectic. Mention your special interests or 
abilities to the interviewer, and he will probably 
try to find a spot for you where you can shine. At 
any rate. know what you would prefer before you go to 
the interview, 
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BY SHELLY GROSSMAN 


YOUR PARTICULAR INTERVIEW will depend on how you 
go about seeking a job. Perhaps you've had a prelim- 
inary interview with an employment agency, your 
school placement office, or the personnel director of 
the firm. Perhaps you answered an ad, and you've now 
been invited to come to meet the boss himself. No 
matter which step of the process you are in, you have 
an important selling job to do. 

The night before the interview, you carefully 
planned and checked the outfit you would wear—a neat 
tailored dress or suit, with appropriate hat, gloves, 
and purse. You'll want to be positive you look your 
best so that, as you step off the elevator, you'll feel 
poised and sure of yourself. 

In your purse is your favorite note-taking pen, two 
well-sharpened pencils, an eraser, and an eraser shield 
—all the equipment you may need to fill out applica- 
tions neatly or to do a good job on typing or dictation 
tests. You remembered to bring your Social Security 
card. In other words, like a good Girl Scout, you've 
come prepared, Preparation for an overnight hike 
may seem like less trouble; but, remember, bosses 
are funny people. They may be perfectly willing to 
lend you a pencil or an eraser or even their specially 
engraved gold-tipped pen, but asking for them wont 
make a good impression. The girl with everything at 
her finger tips is going to get the job. 

If getting this job is important to you, then you'd 
better look for the little extras you can do—the things 
that will make you stand out from all the other people 
the boss interviews. A clever secretary will also want 
to bring samples of her work, perhaps a neatly ar- 
ranged report or a well-planned itinerary that will show 
she is capable of handling more than routine work. 
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As YOU ENTER THE COMPANY'S OUTER OFFICE, smile 
pleasantly at the receptionist. Let her be one of the 
persons you want to “sell,” too. You may feel as 
nervous as an H-bomb tester as you wait for Mr. Boss 
to see you, but you know you may even then be under 
inspection and will do your best to appear calm and 
dignified. You may want to bring along a newspaper 
or a book to read to take your mind off the situation. 
A very profitable way to calm your nerves is to study 
your surroundings; perhaps you can inconspicuously 
note the type of people who work in the concern and 
can get the “feel” of what it’s like to work there. Or 
you can bring a happy expression to your face by 
thinking about something pleasant—your date tonight 
and how wonderful it will be to tell about the new 
job you landed today. 

Suddenly the announcement comes that your pros- 
pective boss is ready to see you. If he is busy when you 
enter his office, you will wait quietly until he ad- 


















dresses you. You can’t just flop in a chair, dump 
your belongings on his desk, and light up a cigarette. 
That would be three strikes against you right away. 
Wait until he offers you a chair, and always keep your 
belongings in your lap. In regard to smoking, it’s a 
good idea to refrain entirely—even to refuse politely 
if you are offered a cigarette. 


THE INTERVIEW IS THE TIME When the employer sizes 
up the candidate—the time that calls for the very 
subtlest bit of salesmanship. The interviewer may be 
asking you questions that seem unnecessary—perhaps 
he has the information right in front of him in your 
resumé or your application form. He is probably trying 
to get you to talk a little, so don’t be afraid to do just 
that—talk a little. For example, you must be prepared 
to tell about your past experience. The interviewer 
may ask a question like this: “What sort of secretarial 
work have you done?” If you answer, “General 
secretarial work.” you don’t help your own cause any. 
A better answer might be: 
letters, 
Frequently 


“I took dictation, typed 
greeted callers, and answered the phone. 
| composed letters for my employer. I 
had to plan itineraries for him when he went on 
sales trips, and I handled many of his affairs when 
he was away.” 

You also should be prepared to explain why you 
want this particular job and how long you intend to 
work. Some interviewers even ask about your ambi- 
tions, your hobbies, or what you think your greatest 
assets are. If you have given some thought to how to 
answer these questions, you ll be able to make a good 
impression. A “Well, uh, umm, I dunno” answer won't 


even get you the janitor’s job. 


\ POINT TO GIVE CAREFUL CONSIDERATION is the amount 
of salary you want. Many jobs, especially the better 
ones, are listed as “Salary open.” If you’ve been work- 
ing, you probably have a good idea of the salary 
youd expect. If this-is your first job or your first in a 
new area, it might be wise to check with the local 
office of the State Employment Service or your school 
placement office before you go for the interview. You 
certainty don’t want to price yourself too low—you 
can always come down. But your figure shouldn't be 
so high that it’s preposterous. 

If you are just out of school, you do have one ad- 
vantage—you won't have to explain why you left your 
last job. This is a touchy subject that is almost sure 
to come up. Whatever your reason for leaving, be 
sure to emphasize positive and not negative factors; 
for example, you worked for a small company where 
you felt there was not enough opportunity to get ahead. 
Be especially careful what you say about any former 
employer. Even if he chased you around the desk with 
an ax, it’s better not to criticize or complain. 


If THE PERSON CONDUCTING THE INTERVIEW is consider- 
ing you for the position, he will probably explain the 


full details of the work, the hours, (Continued on page 58) 
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TINODAYS SECRETARY—and tomorrow's too— 
| should be riding high. Never have there been so 
many jobs available for those with business skills. Yet, 
in spite of this seeming abundance, there is still keen 
competition for the good job—the job with a future, 
an excellent salary, or super-special working condi- 
tions. And, in most cases, such a job goes to the 
applicant who best presents himself. 

How can you be that applicant? Try a resumé. 

The dictionary defines a resumé as a summing-up. 
If you are looking for a job, then your resumé should 
be a summation of the outstanding accomplishments of 
your career to date. It should be directed toward 
obtaining a specific job, outlining the reasons why 
you are qualified to do that job. A good resumé shows 
what you want to do and, if possible, the department 
in the organization where you want. to do it. 


TO OBSERVE THE WHYS AND HOw’s of the resumé, let’s 
take the case of Anna Marie, a recent high school 
graduate and job seeker. After carefully reading the 
‘employment section of the newspaper, she clipped out 
the following ad: 


OFFICE SECRETARY, NEW DEPARTMENT 
STORE. Good opportunity for bright girl with abil- 
ity to type and take dictation. Will train as Exec- 
utive Secretary. High school graduate; some experi- 
ence necessary. Merchandise discount, insurance 
and other benefits. Box 13, Morning Standard. 


For a moment, that phrase “some experience neces- 
sary” almost stopped Anna Marie. But she wanted 
the job. She had worked part time—Saturdays and 
summer vacations—in a department store, and she had 
enjoyed it. Perhaps that would count as the neces- 
sary experience. Her main problem was to make her 
letter of application interesting enough to warrant 
an interview. 


THIS PROVED TO BE QUITE A TASK. When she tried to 
include the opinions of her former employers, the 
letter sounded boastful and long-winded. When she 
omitted such comments, her letter read like a record 
of attendance at school and office. So Anna Marie 
decided to send a resumé. 

She wrote a “cover letter,”* which began: “For the 
past four years, as a student at St. Joseph’s Academy, 
| have been training for a secretarial position 
She went on to give her speed records, the date 
of graduation from high school, the dates of her 
previous employment, and her cnthusiasm for the 
type of work offered. Mention °f the resumé and a 
request for an interview brought the letter to a 
satisfactory close. 

In tone, the letter was conversational, but not 
flippant. It no longer sounded like an application 
with all the blanks filled in. Writing the resumé 
helped organize Anna Marie’s thinking, too. If an 
interview was granted, she now knew exactly what 
points she would emphasize. 
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Her resumé (Example A on the opposite page ) 
was well-worded and attractively arranged. With it, 
Anna Marie gained her interview and, subsequently, 
the department-store job she wanted. 

A resumé should be an individual thing, tailored 
to suit your own needs. Ross Richards, a young man 
with several years’ business experience, had to write 
an entirely different tvpe of resumé than Anna Marie's. 

Ross had no definite advertisement to answer. 
He wanted to change his job and go to work for a drug 
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Anna Marie Logan 
42 West Street 
Marion, Arkansas 
Phone: 325 J 


firm or for a medical writer. His first step was to 
compile a list of prospects, separating them into 


two groups—(1) drug firms and (2) writers, author- OFFICE SECRETARY 





EMPLOYMENT : Fleming's Department Store--University Park, 
Ohio (Saturday employment). After three 
months' employment as a clerk in Refunds, re- 
quested by the Advertising Department, as as- 
sistant to the Secretary. iven dictation by 
the Secretary and often by the Advertising Man- 
ager. He said of my work: "You seem to be 
suited to the tempo of department store activity. 
You should consider working in a department store 
when you graduate from high school.” 


physicians, and drug firms that published monthly 
magazines. Then he wrote two distinctly different 
resumés. In one, he stressed his writing experience, 
his ability to take dictation over the telephone, and his 
research activities. It was directed to the writing group. 
Example B, which appears at the bottom of the adjoin- 
ing column, is a copy of Ross’s (Continued on page 60) 
Fleming's Department Store--University Park, 


Ohio (Summer job). Vacation replacement in 
the following departments: 


Advertising--Secretary to the Advertising Man- 
ager. Learned paste-ups. 








New Accounts--Secretary to the Credit Manager, 
who said of me: "You have a knack for getting 
co-operation." 





Furniture--Secretary to the Buyer. I was often 
called on the floor to act as interpreter for 
French- and German-speaking customers. 





The Personnel Director said: “I'm sorry you're 
not going to stay in Ohio after graduation. We'd 
like to give you a permanent job here." 











Read-- French, German 
Speak fluently-- French, German 
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LANGUAGES : 









EDUCATION: St. Joseph's Academy, 
























PERSONAL DATA: Age 18. Single. 
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Ross Richards 
141 Homer Street 

West, Connecticut 
Phene: West 3-6547 
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EXECUTIVE SECRETARY 
EMPLOYMENT RECORD 





AT EXECUTIVE LEVEL 1952-to date 


West Central Hospital, West Connecticut-- 
Secretary to the Medical Director. Supervisor 
of non-medical clerical staff of nine members. 
Hired and trained non-medical staff. Estab- 
lished a stenographic pool to facilitate dic- 
tation of medical and surgical procedures, 
which reduced the budget by eight per cent. 
Produced handbook of hospital activities and 
rules for new members of the medical staff. 





AT SENIOR 





STENOGRAPHIC LEVEL 1951-1952 


West Central Hospital, West Connecticut-- 
part-time Secretary to the Pharmacist, and 
to the Superintendent of Nursing. Organized 
filing system for Nursing Department. Com- 
piled departmental reports and financial 
statements for both departments. Collected 
data on patient-doctor relationships, which 
was used for a fund-raising campaign. 


AT TRAINEE LEVEL 1949-1951 


Employed by Dr. Raoul Thayer--5 Troy Lane, 
West, Connecticut. Initiated a uniform bil- 
ling system that resulted in collecting 55 

per cent of the doctor's long past due bills. 
Learned medical terminology. Abstracted cases, 
which the doctor used for an article in the 
medical journal. 








AT UNIVERSITY LEVEL Senior Year 


©.) . es me ~ Department of Chemistry--Laboratory Monitor. 
seecere’ Reviewed all lectures with students and dem- 
onstrated good laboratory technique. 






EDUCATION Brandon University B.S. Graduated June, 1947 


PERSONAL DATA 
Age 28 Married Two children 









Veteran U.S. Air Force 




















AR. HARRIED EMPLOYER is the composite of by Helen Whitcomb 

N many bosses who write to Topay’s SECRETARY. 

It is amazing how many bosses do read our magazine 

and how many of them want us to “set their secretaries 

straight” about something or other. We can’t reveal 

the name and complaint of each boss, so we'll let our ‘, t, 

mythical Mr. Harried Employer speak for them all. V/ ¥ | | oy | = 
Mr. Harried Employer is a middle-sized personne] 

manager of a middle-sized company. Each morning, as 

he wanders through the various offices observing the 

personnel (as personnel managers are wont to do), he C) S CS ow. S 

shudders. And why? Because he can see so many 

breaches of the rules for proper office attire and good 


grooming that he is greatly perturbed. Miss G., over 


at the files, is wearing a slinky black cocktail dress b i? 
with a neckline down to there. In the corner, Mrs. T. S Ov y Ob C) | ] 
is hurriedly vanking out the last few bobby pins and 

hiding her kerchief. Miss J. comes plop-plop-plopping 

past him, wearing a pair of schoolgirl moccasins. And 

these are the girls who, when Mr. Harried Emplover 

hired them, were dressed in trim suits and looked the C) C) 

picture of office efficiency. 

“Some of these girls are beginners,” he explained 

sadly. “At first they start out neat as a fashion ad. e 
But, once they feel secure, they sometimes let down.” if Y f * 
These are the girls who mistakenly feel that because TO C) 2 
they are just-past-high-school (or college), certain 
exceptions can be made and excused by their youth .. . 
No one will mind if. now and then, they wear too- 
sporty jackets or some of their other unbusinesslike 
school clothes. They fail to realize that the only ex- 
ceptions that will be made will be to eliminate them 
from promotions for which they might otherwise 
qualify. 

But Mr. Harried Emplover complains that it isn't 
only the beginners who let him down. Some of the 
older girls also fall into this security slump. They 
know that the bosses like their work and that their 
jobs are pretty secure, so they feel that they can oc- 
casionally ignore the rules. (Sometimes, however, they 
stop to wonder why they are still in the same jobs 
after all this time. ) 



















Ir ISN'T THAT THESE GIRLS DON'T KNOW BETTER. Too 
often the bosses’ complaints concern grooming basics 
that evervbody knows but that some girls neglect, not 
realizing how important they are. Frequently the 
bosses are embarrassed to discuss these details. but 
they do notice! And they do size the girls up by what 
they see of them day in and day out. It’s not encugh 
to look smart every Tuesday and Thursday. The bosses 
remember how their secretaries look on rainy days or 
after big-date nights, and they won't risk suggesting 
a girl for a top job if she doesn’t meet proper groom- 
ing standards all the time. 

Here are some of the complaints that have been 
most common from bosses. See how unblemished your 


record is after checking their list of bugaboos. 

























She thinks she's still in school. We 
don't appreciate that rah-rah collegi- 


ate look here .. .” 


“Providence endowed her with a Mari- 
lyn Monroe figure; and unfortunately, 
from the office morale standpoint, she 


dresses to accentuate if..." 


“I! pay her enough so that she can 
afford deodorants, but she apparently 
doesn't believe the ads .. .” 


“Why does she have to paint on a 
‘phony’ mouth? All that ‘gook’ around 
her eyes looks terrible, too . . .” 


SOMETIMES 


GUILTY 
NEVER 


GUILTY 


C 


SOMETIMES 


O 
CO 


“Those dangle earrings and clank- 
ing bracelets are going to drive me 
to distraction...” 


O 
O 
O 


“She talks about going on a diet; 
but she keeps gaining weight and 
trying to stuff herself into the same 
clothes, which look as if they're 
ready to pop from the strain .. .” CT) C] fe 


“How do you tell a girl to wear a 


girdle? ...” Besee 


“So maybe she was out last night, 





but that straggly hair would dis- 


grace a wet poodle... ." C] ‘a ] 
} 


sf 


y) 


“ay 


:! 
; 
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TO 





SCORE 


Add five for each 
for each under 

for each “Guilty.” 
that Mr. Harried Em- 


boss) is likely to 


YOURSELF 


Sometimes,’ and zero 


check under ‘Never,’ two 


Anything less than 85 means 


be pretty unhappy with you. 


ployer (and probably your own 


NEVER 





“Must they come to the office every 
morning wearing bobby pins and curl- 
ers in their hair? . . .”’ 


“Also, kerchiefs and bandannas instead 
of hats — ugh! .. .” 


“Her after-work dates may like her 
slinky cocktail dresses with low-cut 
necklines, but my clients are a bit 
shocked .. ." 


“She wears sheer blouses without 
enough cover-up underneath. That 
cross-hatch of straps looks just ter- 
ee. 5S. ‘ 


GUILTY 


O 


SOMETIMES 
NEVER 


O 
O 







“No wonder she can't do her typing 
efficiently. Her fingernails are like long 
claws...” 


“Moccasins, ballet slippers, and all 
those other flats ruin any girl's busi- 


nesslike appearance. . .” 


“Can't you tell them how awful stock- 
ing seams look when they roam all over 
the place? Tell them to check their back 


view...” 


“That chipped nail polish makes her 
look as if her fingers had been caught 
in a meat grinder...” 


GUILTY 
SOMETIMES 


NEVER 


Does she really think those dirty col- 
lars and spots on her clothes don't 
a 


‘Missing buttons, split seams, ond sag- 
ging hemlines moke me wonder if she'll 
hold together all day .. ." 


“She douses herself with half a bottle 
of some wretched perfume every day. 
Then she complains when | open the 
windows extra wide...” 


"! wish she typed os fast as she snaps 
her gum. Don't they teach students not 
to chew gum any more? .. .” 


O) 


O 
‘= 


GUILTY 


O 
O 
C) 


SOMETIMES 


NEVER 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 63) 


words / can be teasers 


Nouns from Adjectives 


What nouns ending in ty are related to the following adjectives? 


l. rare 3. entire 5. tacile 7. social 9. tranquil 
{ 2. real 4. anxious 6. notorious 8. gay 10. crude 
$9 e see 
“Is” or ‘*Are’’? 
Should is or are be used in the space in each of the following sentences? 
1. Three plus four ............seven. 7. A number of girls from the office ......... going to 
2. Three ............present the ballet. 
3. Miss Parker, with her sister, ............ to be admitted. 8. The number of listeners today. ..... greater than 
1. She is one of those members who ............ opposed to last year. 
the motion. 9. Neither of the candidates ..... ...qualified for the 
5. The wear and tear on the machine ............ what should office. 
be considered. 10. Each table and desk. ........ covered with papers, 
6. There ...... ....altogether too many peopl present pene ils, and books 
. “ P bd 
! Replacing “Awful 


Substitute a more precise adjective for the overworked awful in these expressions. 


1. an awful cold 3. an awful storm >. an awlul mistake 7. an awful meal 9 


) 


an awtul pain 


an awtul hurry $. an awtul hat 6. awful manners 8. an awtful-looking house LO 1 awtul boss 


Varied Meanings for One Sentence 


Each of the following sentences may be punctuated in two or more ways to give different meanings. How? 


1. John said Tom you are on your way to the top 3. Anne the new office girl exclaimed I cannot do it 
2. Have you finished the report Mr. Henderson askec 1. The manager reported Charles Thomas and Sam 
Marion Andersonville. Purner were absent 


Different with Final-E 





Add e to: and get: Add e to: and get 
] \ preposition \ part of the foot 5. A heavenly body lo look fi edly 
2. A verb meaning An adverb meaning 6. A skillet Window alass 

to stop” almost Fj An intimate com- Wan 
3. An adjective mean- A verb meaning panion 

ing “angry” “manufactured” 8. A feminine posses- “At this nl 
1. The verb, “to exist” An insect sive pronoun 
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Compiled for Today’s Secretary by Eleanor M. Perz 
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Smart-looking leather hand- News in leather accessories— 
bag accessories, from glass azalea-pink shortie 
case to key case, will bring — gloves in LaunderLeather, a 
order out of chaos. launderproof leather. 


Reflecting the simple and elegant look, which will be 
popular this spring, is a brown shag-leather handbag 
by Paristyle. Trim lines and roomy interior keynote 
it as a perfect companion for the working girl. 


TODAY’S SECRETARY @ March, 1956 39 








TODAY'S 
SECRETAR’ 








TiS 





ot It’s a dress! The prettiest kind, 
with deep inverted pleats, a scooped- 

out neck, short sleeves. You'll 

wear it everywhere; but, when you're 
job-hunting, add a jacket and presto! 


Y 


It’s a suit! The jacket is waist- 
length, has set-in sleeves, a Peter 

Pan collar. To be fashioned from 
lightweight wool, linen, or shantung. 
Dress and jacket are McCall's 3531. 
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Fool the eye! A slim dress becomes 
a suit when you add a color- 
co-ordinated short coat. This‘one 
has patch pockets, easy-to-sew 
sleeves, a tiny back belt. Perfect 


























— in cotton coatings, flannel, or 
linen. McCall's 3583. 
High style, but not extreme! That's 
an important rule if it’s a fashion 
job you want. This suit has a 
belted panel-back jacket, slim skirt. 
{ To make in rayon suiting, flannel, 


or linen. McCall's 3507 (includes a 
blouse) . 


Make the clothes 


that are 


“Designed 


active career 


So you're looking for a job? Your 
qualifications are A-1, of course, 

but with competition at its 

keenest you have to look your most 


attractive, too. 


To show you what we mean, we've ~ 
selected a group of versatile ai 
“suit” fashions, perfect for 

job-hunting as well as later on. They o og 
look like a million, cost a mere 

pittance to make with easy-to-use “ 
McCall's Patterns. 


All patterns in sizes 12-20. Available at leading stores everywhere, o1 


order from McCall Corporation, Dayton 1, Ohio. 
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( YOLOR AND LINE-—two words 
4A On a printed page, give little 
indication of the part they play in 
a womans moods, her movements, 
her appearance. 

Scientists tell us that color is 
the evaluation by the eye of the re- 
ection of light striking the surface 
of any object. They go on to say 
that color has three qualities: hue 

that identification by which one 
color is distinguished from another: 
vdlue—the amount of light or dark- 


4 
} 


) 











BY 
RUTH GREGORI 





ness in a color; and chroma— 
the degree by which the strength 
or purity of a color is shown. 
Line has been defined as “that 
which outlines or affects the con- 
tours of.” 


And today’s smart young shopper 


appreciates these definitions. She 
may not use the same words. but 
she knows that a certain shade of 
blue-green makes her skin seem 
pale, that a deep-V neckline will 
make her face look longer and thin- 
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ner, and that rich brown brings out 
all the life and color in her hair. 

Color is probably one of the 
first things that strikes us about 
an individual. When describing a 
person, you generally say “she’s a 
blonde,” or a redhead, or a_bru- 
nette; and, though this is only a 
small part of the appearance, it’s 
most often what you remember. Un- 
governed by set laws or rules, color 
in all its gradations provides the 
means of creating a lovelier, per- 
haps an entirely different you. 

Most often pictured as the “all- 
American girl,” the brownette with 
light brown hair, fair skin, and 
blue, green, or gray eyes possesses 
the most common type of coloring 
and should consider herself for- 
tunate for that reason. Because of 
her neutral coloring, she has lit- 
tle difficulty in choosing becoming 
shades, and her eyes may even ap- 
pear to change their color with the 
color she wears. Reds, greens, yel- 
lows, and blues, in either vivid or 
softer tones, are usually well-suited 
to her. Other good colors might be 
coral shades, pastels, dusty colors, 
and wines. Depending on her own 
skin tone, she may or may not be 
able to wear purples, blue-purples, 
grays, some browns, and unrelieved 
black and navy. 


HER FAIR-HAIRED SISTER, however, 
must find another place on the 
color spectrum. But, here again, 
choice is governed to a large ex- 
tent by skin tones—whether they 
are sallow (yellow), transparent 
(white), or rosy (red). A blonde’s 
most becoming colors will generally 
be blues, some greens, and. of 
course, navy, black, and white. 
Other favorable choices might be 
reds, grayed pastels, and some of 
the orange or russet tones. Blonde 
women will also find they can wear 
a greater variety of colors under 
artificial lights and with a heavier 
make-up than they do for ordinary 
daytime dress. In these instances, 
it’s often possible to wear colors that 
might otherwise be avoided. 

For the brunette—reds and rosy 
shades, yellows, oranges, most 
browns, and fuchsias are happy 
choices, though many blues and 
purples are also possibilities. As 
with the brownette, the brunette 
may find navy and stark black too 
severe to be attractive. Yet, as every 
raven-haired 


beauty knows the 


iS) 
st 
py 
nal 


tte 


O00 


he 


most striking appearance in a multi- 
colored gathering is often made by 
a brunette with blue eyes and fair 
skin, wearing a black dress with a 
strand of pearls as the only acces- 
sory. But, again, you must find out 
what is best for you. 


REDHEADS, in all their varieties, 
have two choices—either to show off 
their hair by contrasting colors or 
to bring it into harmony with the 
colors they choose to wear. As a 
general rule, they must avoid any 
colors having red or orange tones 
that might clash with their hair; 
some greens mav also have to be 
passed by. For these women. as for 
all the others, there are no definite 
rules. 

Should vou be one of the fortu- 
nate people with prematurely gray 
or even white hair, you have a wide 
selection of colors from which to 
choose. Soft raspberry shades, 
wines. fuchsias, blue-green and tur- 
quoise, warm golds and browns, 
and dusty pastels are all pure flat- 
tery for you. Contrary to popular 
belief, black. though it may flatter 
vour hair, does not always do too 
well by vour skin, which may seem 
to have changed its own complexion 
with the color of your hair. In fact, 
many French women hold the the- 
ory that “no woman over thirty 
should wear black.” 

But there are only general rules 
for color. With so many variations 
in each shade available. it’s usually 
possible to find at least one that 
will compliment your own coloring. 
Fabric may also determine whether 
a color is becoming or not. When 
trying to decide what is “good” for 
you, hold the material up to your 
eyes—more especially, to your skin. 
It's also well to remember that 
vivid, light, and warm colors or 
those with red in them make areas 
appear larger than do neutral, dark, 
and cool shades. 


SECOND ONLY TO COLOR, line offers 
the would-be well-dressed woman 
the best opportunity to make the 
most of her appearance and camou- 
Hage figure faults. Despite the 
pictures in fashion magazines and 
the ads peopled by tall, svelte young 
women, surveys by dress manu- 
tacturers report that the average 
American woman is less than 5 feet 
4 inches tall, and somewhat stocky. 


The high-stvl Continued on page 54) 





Rosy Matchmaking 


It’s Gossard’s embroidered rosebud set. Legs can’t feel the 
pantie girdle* because it’s up-shaped and edged with elastic 
net. The Flair bra says ‘‘ah” about your contour. Such a 
pretty pair to wear—and soon! 


*U. S. Patent #174054 


#910 boneless pull-on of elastic 
net. Satin elastic panel. S-M-L 
in White with white or pink 
rosebuds, $8.95; Black with 


pink, $10 


#2777 Flair. All satin elastic, 
sheer nylon topcups. White 
with pink rosebuds, Black 
with pink. A, B, C. $3.95 


al leading stores and shops 


we U lell you where 





THE H. W. GOSSARD CO.. 111 N. CANAL ST., CHICAGO 6 © New York « San Francisco « Atlanta « Dallas « Toronto 


TODAY'S SECRETARY @ March, 1956 


45 











KEEPS SHOES FROM SLIPPING OFF! 
Saves wear and tear on stockings! 





Patented, tiny, flexible, 
self-adhering rubber 
strip fits easily into 
back or strap; your 
shoe never ‘'rides off'’ 
when watking. Suction 
grip prevents irritation 
to heel; saves wear on 
stockings. Sold in bet- 
ter shoe stores. 


Satisfaction or money refunded. 
EMBEE PRODUCTS CO. Dep't T 
Box 7413 Franklin Sta., Washington 4, D. C. 





bumps, or 








HEAVY LEGS 


Try this new, amazing, scientific 
home method to Reduce Ankles, 
Calves, Thighs, Knees, Hips for 
“"-y SLENDERIZED LEGS 


Beautiiuliy firm, sienderized legs heip the 
rest of your figure look silmmer, more ap- 
pealing! No at last, you too can try to 
heip yourself to improve heavy legs due to 
normal catises and reduce and reshape 
ANY PART of your legs you wish ao @ 

our legs all over as many women 
have tb f« ‘ing this new scientityn eth 
od Ww eli ‘gnewn authority on legs "with 
years of experience offers you this tested 
and proven scientific course-—only 15 min 
utes a day~in the privacy of your home! 
Contains step-by-step illustrations of the 
easy scientific kg technique with simple 
instructions for slenderized, firmer, strong- 
er legs: improving skin color and circu 
lation of blood in legs, ples leg measure 
ment chart 


Send No Money! FREE 10-Day Trial! 


For the ‘‘Home Method for Slenderizing 
Heavy a egs'', just deposit 31.98 plus post 
AK sith pe stm. an on seers (in plain 

rapper t r 


and we pay stag Satisfaction guaran 


teed, or eturn course for money back 


MODERN METHODS 
Dept. FL- ow, 
296 Broadway 





New York City 7 














THE SECRETARY'S $198 p, 
CHARM BRACELET POSTPAID 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. TS-1 
NEW YORK 10, N.Y. 












YAMS HAIR TAT: 
>> 


TEMPORARY ReLiEg 1s NOT enoucn 


Saty by KILLING THE HAIR ROOT ean you 
be sure UNWANTED HAIR is GONE FOR- 
EVER. Brings relief and social happiness. Do 
not use our method until you have read our 
the MAMLER METHOD safely ond eMelentiy: 
D safely % 

Used successfully over ~ 


fa NEW BEAUTY 
FOR YOU" 


MAHLER'S INC. DEP]. 85-C. PROVIDENCE 15. R. 1. 













STOP MAKING MISTAKES IN 
ErnaLliiskt 


With the new CAREER INSTITUTE METHOD 
me you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 

prove your spelling, acquire real writing skill, learn 
Ee the “‘secrets’’ of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalista-—without going back 
to school—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
booklet mailed FREE upon request. Send card or letter NOW! 
Career Institute, Dept 1453 25 E. Jackson, Chicago 4 
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Today’s Secretary 


Goes Shopping 





A Touch of White to brighten your 
wardrobe—a piqué collar that’s revers- 
ible. For your feminine moods, wear 
the Peter Pan collar, edged with ball 
lace. A flick of the wrist—and you have 
a strictly tailored collar that’s perfect 
for office, sports, or school. To per- 
sonalize, just press on your own initials, 
included with the collar. Wear either 





collar outside, the other tucked neatly 
under your neckline. Reversible collar 
is practical and pretty, ready to wear 
with anything and everything. $1.10, 
postpaid, from Franceen Fashions, 
Dept. TS, 11-02 150th Street, White- 
stone 57, New York. 

P.S. Don’t forget to indicate desired 
three initials. 


Pretty Wallflowers, ready to bloom 
on any wall. These hanging lamps fea- 
ture ceramic-tile bases, colorful frames, 
and Fiberglas shades. Tiles may be or- 
dered in the black-and-white cooking- 





utensil motif pictured here, or person- 
alized—with horses, dogs, birds, flow- 
ers, vintage automobiles, or sailing 
ships—to match individual interests. 
Lamp frames are available in white, 


black, pink, blue, 


and brass. Shades 
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may be had in white, yellow, green, 
and pink. Hanging lamps are $6.50 
each, postpaid, from Soriano Ceramics, 
Dept. TS, 2021 Steinway Street, Long 
Island City 5, New York. 


The Contessa offers casual elegance 
in the Italian manner. These smart 
little shoes hug your feet with glove- 
like softness. Light as a feather, free 
and easy on your feet. Shoes are fash- 
ioned from supple leather, have foam- 
rubber soles. You'll wear them con- 
stantly. Contessa comes in an array of 


colors—white, smoke, red, black, pink, 
pastel blue. Sizes 4 to 13 (full sizes 


only ), widths AAAAA to C. Satistac- 
tion guaranteed. And the price? A low, 
low $4.45, postpaid, from Moccasin- 
Craft, Dept. TS, 63 Mulberry Street, 
Lynn, Massachusetts. 


Election Bulletin! Now you too can 
“Run for President.” This new game is 
fascinating, educational, as timely as 
the “56 campaign. Complete with 
states, territories, electoral votes, and 





whistle-stop tours. Easy to follow in- 
structions—tor from 2 to 6 hopeful can- 
didates. “Run for President” is a pain- 
less way to teach United States geog- 
raphy to children (and bone. up on 
your own). They'll love it, and-so will 
you. Colorful; attractively boxed. Just 


wilt 


in 


as 
th 
id 


$2.98, postpaid, trom Samuels, Scarf 
& Company, Dept. Yl, 73 Corbin 
Place, Brooklyn 35, New York. 


A Charm Bracelet for today’s secre- 
tary. Twelve miniatures of her profes- 
sion, each one beautifully Hamilton 
gold-plated and guaranteed perfect. 
Charms include pencil sharpener (it 
turns), posture chair (it swivels), 
typewriter, file cabinet, desk, tele- 
phone, time clock, stapler, adding ma- 


chine, eraser, water cooler—and the 





inevitable Swiss-cheese sandwich and 
coffee! The prettiest way we know to 
combine work and fun. Bracelet is 
$4.98, postpaid. Send check or money 
order to Personalized Gifts Company, 
Dept. P, 160 Fifth Avenue, New York 
10, New York. 


Continental Petits Fours are a de- 
lightful confection for any occasion. 
Layers of delicate, crunchy pastry are 
filled with surprise fillings—fruity, al- 
mondlike, aromatic—then topped with 
semibittersweet chocolate. They’re less 
filling than candy, yet they completely 
satisfy the urge to nibble on something 
sweet. Petits Fours are truly delicious, 





melt-in-your-mouth tidbits. They keep 
surprisingly well, too (for months, in 
the refrigerator), although ow guess 
is that they'll be eaten before you 
know it. There are 40 of these many- 
layered confections to the box, priced 
at only $2.95, postpaid. Order from 
Berkshire Farms, Dept. TS, 860 Scars- 
dale Avenue, Scarsdale, New York. 


Stylish Specs are a must for all 
“girls who Weal glasses.” Here's a 


simple, sure way to select the most 





, of 
ff x: 
ACTUAL SIZE Me ( 
22 x 32 liaited 





y 


Ideal For Giving to 
Pi @ FRIENDS 
@ RELATIVES 
@ CLASSMATES 
Smart idea for 
4 @ COLLEGE & JOB 
APPLICATIONS 


@ PASSPORTS & VISAS 
And many other uses 











$ 
25: 


y Graduation portrait Pg 


Pe aur size ricTunes 


WE PAY 
POST a4) 





you 


Made on the finest silk-finish, double * 


weight paper by the world’s foremost 
wallet photo producer. Send ONE 
DOLLAR with your finished 
graduation picture or glossy print. 
Your original will be returned 
unharmed with order in a very few 
days. Minimum order: 25 pictures 
from one pose. 


5 LARGA-PIC — BOX Z- 20 
: BROOKLINE 46, MASS. 
Enclosed is $ for pictures 
Nome 
Address a“ 
City Zone( )State 





XS 


i 
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Valet BELT 


HANGERS 





Hangs on your closet-rod like a 

clothes hanger... swivels, too! 
Easy to use: Snap open like a key 
ring—hook buckle in—snap closed 
5” loop slides to any belt of your 
choice. Heavy gage steel, brightly 
plated in gleaming chrome. 


Valet BELT HANGER §1 ec., ppd. 
Two-Pock $1.85 pair, prepaid. 
GOLD PLATED gift boxed $2 each. 


All merchandise 


NEW) 
WALL- 
MODEL 


Mount anywhere! Snaps open like a key 
ring. Hook or drape your hard-to-store 
items. Sliding 5” chrome plated loop and 
mount... WALL-MODEL 2 for $1.50, 
ppd. 





prepaid. Enclose Check or Money Order. Satisfaction Guaranteed 


PAUL PRODUCTS Box 5592-TM, Detroit 38, Mich. 











. Genuine 


Imported From The Orient. Here are the earrings sou have 
been looking for. Exquisitely hand carved from elephant 
tusk with the Chinese good luck characters “SPRING” 
and “HAPPINESS”, 1 to I's in length 


Reasonably priced 


draft or money by « 


reply by airmail. 54 


CHINA SILK HOUSE 


1114 Fort St., Oept. TS 


vecify character desired 


“HAPPINESS” 


Jvory Earrings 


@ $3.95 pair, post-paid. Send bank 


sirmail for fast delivery. Add 25¢ for 


Honolulu, T. H.- 











IT’S FREE! 


DRESSY FLATS IN 


P. O. Box 111, Malverne, N. Y. 





TALL GIRLS! 


Write for a new FREE CATALOG of 
beautiful flats and mediums 
designed especially for you! In 
sizes AAAAAA to C, 2% to 13. 


Se 


























attractive frame for you—at home. Har- 
lequin Style Selector Kit contains try- Here’s What You DON’T Learn in School! What Is Your’“] re) 4499 
~ on replicas of frame shapes, reproduc- ters —- is, girls hgh Aesen- 8 . ° 6 

n ; ’ its ost licking prehensive ac 

~~ tions of designs and colors, an exten- ing « mh secreta AT LAST—you may take an approved, reliabk 
in- S1V¢ wardrobe harmonize r, and S¢ lec e Cleverly ided th we. oe — oy, sony wo ner Sarin a 7 See oon 
g- . wel tine K IS St c A won us 10Ca venience! Clear instructions. confidential report 
ad tion hints ( hoose i flatte ring frame at gicaned trom a long rec n New York adve on completed test Why quess? Others know 
on le isure Che n all that’s required is a tisit general ofhce nd newspaper helds. $1 Information free. University Test Bureau, Desk 
vill Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y D9, Box 401, Palo Alto, California. 

quick trip to an optician for fitting and 
ust 
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WALLET SIZE 
PORTRAIT. > oo 


PRINTS PAID 
(60 for $2°) 


Perfect portrait 
snapshots for job 
and college appli- 
eations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $1.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 
SATISFACTION 
OAL SIZE (GUARANTEED 
ROY PHOTO SERVICE, Dept. 79 
GPO Box 644, New York 1, N. Y. 









SKINNY LEGS! 





Try this new amazing scien- 
titic home method to ADD 
SHAPELY CURVES at ankles, 
calves, thighs, knees, hips! 


Skinny legs rob the rest of your fig- 

t Now at last 
to help yourself 
v 





oped legs. due 

and fill out any 

evs you wish. or your 

er as many women have 
wing this new scientific 


Well known authority on 
} ea of expertence rs 
s tested and proven scien- 
rse niy 15 minutes a day 


‘ va of your home! Con 

tains step-by-step illustrations of 

the ea SCIENTIFIC LEG technique 

with simple instructions: gaining 
tr 


shapely onger legs, improving 
skin color and circulation of legs 


Send No Money! FREE 10-Day Trial! 


For the ‘‘Shapely Legs Home Meth 
od’ just deposit $1.98 plus post- 
age with postman on delivery (in 
plain wrapper Or send only ms 
with and postage 





guaranteed, or return 





MODERN METHODS 
Dept. SL-TY3W 
296 Broadway New York City 7 














CPS EXAMINATION CANDIDATES 


Review with the study guide that has helped 
many secretaries pass the CPS exams. Exam 
preparation and writing tips included. Four 
years successful use in the Long Beach, Cali- 
fornia course. Study guide, $3.08; Model an- 
swers, $3.08; Practice exams, $2.08. California 
residents add 3% sales tax. Business Research 
Associates, Inc., P.O. Box 7093, Long Beach 7, 
California 














500 Printed Name * 
& Address Labels 


Glamourize your correspondence, parcels etc 
with attractive personalized labels 
1000 Itabels only $1.50 
or 5S orders (1000) only $5. 
FREE: 25 envelopes unprinted) with each order 
Money back if not pleased. 


ALLEN CO. 
216 W. Jackson, 





Chicago 6, tll. 











An album for 
your Achievement 
Certificates 


Just as a picture album enhances and 
preserves your favorite photographs, so 
the Gregg Achievement Record Album pro- 
tects and displays your valued certificates 
of achievement. You can mount your cer- 
tificates for shorthand, typewriting, and 
bookkeeping. Once you have an Album, 
it is permanent evidence of your success 
and achievement. 


Order yours today trom the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street, New York 36, N. Y. One costs 25 
cents; a dozen only $2.50. 
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lenses. For your Style Selector Kit, 
send 50c to Harlequin, Dept. TS, 745 


Fifth Avenue, New York 22, New York 


Stay-Play Bunny, a perfect toy for 
baby’s Easter. Squeeze the bunny and 
he squeaks. Knock him down and he 
bounces back for more. Suction-cup 
base holds the toy to high-chair tray, 
table, or playpen floor. Keeps baby 





amused, frees mother from perpetual 
picking-up. Bunny has soft vinyl head, 
and there’s a tinkling bell hidden safe- 
ly inside. Duck, circus clown, and ele- 
phant are also available. Only $1 each, 
postpaid, from Ann & Van, Box 243- 
TS, New Rochelle, New York. 


Direct from France—an_ exciting 
new perfume, Fath De Fath, from the 
world-famous House of Jacques Fath. 
This delightful scent is an exquisite 
blend of 40 individual fragrances. 
Hauntingly elusive, delicate, the es- 


sence of Paris. One-quarter ounce, 
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beautifully packaged, shipped from 
France for $3.20. Price includes air- 
mail postage. Truly a bargain, since 
the approximate United States value is 
$7.00. Write La Maison Du Parfum, 
Dept. P-42, Noroton, Connecticut 
Note: On delivery, postman must col- 
lect foreign package delivery fee, 
which ranges from 15c to no more than 
28c. This cannot be prepaid 


Slide-Free is a new lubricant that 
eliminates sticking drawers, doors, and 
windows. It shrinks wood by sealing 
out wood-swelling, wood-warping 
moisture. Fills pores of wood with a 





af 


lubricating compound that stays in. 
Rough, scraping, binding surfaces be- 
come slippery smooth. Ideal for squeal- 
ing desks, ghost-voiced closet doors, 
groaning chairs. Economical, too. 

A pint of Slide-Free, in a plastic, 
spout-top squeeze bottle, is just $2.95, 
postpaid, from Slide-Free Company, 
Dept. TS, Orangeburg, New York. 


Note-Worthy—Eaton’s newest pa- 
per, Tribute Rose. A_ lovely long- 
stemmed rose appears on the “Slim- 
jim” notes. Smart letter-sized sheets 
are plain, with the rose design appear- 
ing on the lining of the envelopes. The 





petal-smooth paper comes in a bou- 
quet of colors—white, pink, yellow, 
green. Tribute Rose makes letters a 
pleasure to write as well as to receive. 
And it’s only $1.50. If not available at 
your local stores after March 15, write 
Eaton Paper Corporation, Dept. TS, 
Pittsfield, Massachusetts. 


BEAUTY BUYS 


Sardo, a new beauty 
preparation for all- 
over skin loveliness, 
“vouthifying,” 
lipodermic action that 
penetrates skin and re- 
stores precious oil and 
moisture while you 
bathe. Replenishes and 
nourishes dry skin and 
repairs 


has a 


the damage 
done by unkind wind 
and weather. Simply 
pour a capful of Sardo 
into warm bath water. 
While you relax, winter-dried skin becomes soft, smooth, and 
supple. And Sardo saves all its remarkable lipodermic effect 
for you leaves no trace of oil on linens or clothes. Pine- 
scented. Four ounces, $3, plus tax. 





For a smooth and 
yvoung-looking com- 
plexion, Queen Helene 
features a_ three-way 
skin and beauty treat- 
ment. The first step is 
use of a whipped 
that softens 
and loosens dirt in the 
Second 


application of the med- 


cleanser 


pores. ste p is 


icated mint masque 
that) quickly hardens 
and draws out the 


waste in the pores. 

After rinsing the masque off with warm water, final action is a 
quick dousing with penetrating astringent that refreshes, tightens 
pore openings, and leaves an invisible film that protects skin from 


dirt for hours. Attractively packaged for $3.98, plus tax. 


A new and effective 
enve loping 


a delight- 


means of 
yourself In 
fully scented mist 
Yardley’s Mist 
This improved, pres- 


Spray 


sure-type dispenser 1S 
issued in subtle, sophis- 
ticated Bond Street; 
+ fresh, young Lavender; 


weitere ke 





Lotus co- 
adde d 


. accessories, 


and spicy 





logne. For an 
touch of femininity, use Spray Mist to scent lingeric 
Pretty 
dressing table, the 


and linens enough to merit 


a permanent spot on your 
gold-capped Spray Mist bottles are plastic- 
coated as an extra safety measure. $2.25, plus tax 


Special — introductory 
kit by DuBarry fea- 
tures a quartette ot 
beauty preparations 
for the hair. Includes 


the following A one 
sudsing shampoo con- 
Vibrasol, a 
wonder ingredient that 
lightens up the hair 
with healthy 
Luminette 


taining 


radiant, 
beauty; 
creme rinse, requiring 
no «mixing, waiting, or rinsing; Dandruff lotion, with antiseptic 
propertics that remove every speck of loose dandruff; Best Dress, 
DuBarry’s new creme hair dressing—lanolin enriched, nongreasy, 


and nonsticky, Introductory set $1.50, plus tux. 
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Continued from page 27 


floor; “railroad flat.” used to designate either a floor- 
through apartment, in which it is necessary to pass 
from one room to another, or a type of layout similar 
to that of a pullman car, in which all rooms open off a 
long hall; “garden apartment,” an apartment with any 
kind of private patio, garden, or terrace, regardless of 
size or condition—a big selling feature that also deter- 
mines the rental to a large degree; “professional suite,” 
an apartment available to any person, though most fre- 
quently used by a doctor or dentist, who is prepared to 
show, for income-tax purposes, that a certain percent- 
age of his income is derived from work performed on 
the premises. The two young career girls also made the 
rather alarming discovery that many landlords are re- 
luctant to have single women as tenants and still others 
will not even consider renting an apartment to more 
than two women. 

IT WAS ALL EXCITING, FASCINATING, AND SOMETIMES DIS- 
APPOINTING. And it was not too long before they knew 
that regardless of how they found an apartment, what 
it was called or where located, two things were in- 
volved—a month’s rent as security on the apartment, 
and a lease. But even these considerations were not too 
discouraging. The security was as good as money in 
the bank, since it was redeemable at the end of the 
lease provided all conditions had been fulfilled. This 
meant that it was possible to live out the last month 
of the lease on the security, without paying rent. After 
some legal consultation, they also discovered that the 
lease itself was not so forbidding as it first appeared; 
most leases contain a sublease clause permitting the 
tenant to rent to another person, subject, of course, to 
the landlord's approval. Others incorporate a cancella- 
tion clause that permits the tenant to “cancel” the lease 
after a predetermined period of time, generally a year, 
though in such instances the security is usually for 
feited. They also found that many leases contain “rid- 
ers,” which provide for or against the installation of 
air-conditioning units and TV sets, and might or might 
not include gas and light free. 


BuT, ONE COLD, WINDY SATURDAY, they found what 
they had been looking for—three light, lovely rooms 
—living room, bedroom, complete kitchen—and a com 
bination dressing room and bath. The rent was right 
and it was both “clean” and “spacious.” The hardest 
part was over now, and they could relax (or so they 
thought ). 





In next month's issue of TODAY'S SECRETARY, you'll 
learn how the girls went about furnishing their new home 

. how they worked out the finances . . 
with an eye to future use ... and utilized every ounce of 
ingenuity to create harmony between their 
tastes and slim pocketbooks. 


. selected pieces 


expensive 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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rQ\HE ABILITY to transcribe 

] shorthand notes quickly is an 
asset in today’s business world. It 
depends on several factors: your 
normal tvping speed, your ability 
to spell and punctuate, and the ease 
and accuracy with which you read 
vour notes. If you find that your 
typing speed is slowed down mate- 
rially when you transcribe, perhaps 
these study 
helpful: 

1. Analyze vour notes to see that 
you are writing them accurately 
Huently. If 
written correctly, and 
the size of circles and length of 
strokes are distinctly differentiated, 
reading skill will improve immeas- 
urably. Use the clear, cellulose ace- 
tate Gregg Shorthand Corrective 
Slide to aid you in seeing faults of 
structure. It's only 15 cents. Just 
slide the correct form (etched in 


suggestions will be 


enough to be read 
curves are 


HOW TO BE 


red ink on the slide) over the out- 
line you have written to see wheth- 
er it’s correct. This constant check- 
ing of your notes can be interesting 
as well as profitable. 

Practice for correct notes can be 
fun if you take the OGA tests pub- 
lished in this magazine. Strive for 
membership in the world-wide or- 
ganization of expert shorthand writ- 
ers—the Order of Gregg Artists. 

2. Good, normal typing speed on 
straight copy is essential. If you 
have not had an opportunity to 
determine your typing speed _ re- 
cently, turn to the Competent Typ- 
ist Test on page 52. Type for 10 
minutes, carefully following the in- 
structions given with the test. Stu- 
dents may take the timed tests 
under the supervision of their 
teachers. Office typists and secre- 
taries may also take the Competent 
Typist Test by having their office 


supervisor or employer time and 
certify to the test. 

In addition to good typing speed 
you should also have some skill in 
setting up letters. From 
available to you, select letters of 


sources 


several lengths—one paragraph, two 
paragraphs, three paragraphs, and 
so on—and type them. Learn to set 
the marginal stops for the best pos- 
sible placement of each letter on 
the letterhead or sheet of paper. 
Set up and type the letters repeat- 
edly until you get the “feel” of cor- 
rect placement. 

In order to avoid uneven right 
margins, it is often necessary to 
divide words. Keep a 
20,000 Words handy, and refer to 
it whenever you encounter an un- 
familiar word that must be divided 
at the end of the line. 

3. A good vocabulary is essen- 
tial to transcription skill. Learn new 


copy. of 


Transcription-Perfect 


BY 


FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 





TODAY’S SECRETARY @ March, 1956 








0 at aN rege ~~ 


words, and use them frequently for 
shorthand and typing practice. 
Build up a business vocabulary. It 
vou're aiming for a job in a partic- 
ular company or industry, study up 
on its special vocabulary needs. 


SECRETARIES WHO WORK IN INDUSTRY 
and who desire shorthand outlines 
for technical words and phrases 
may type two copies of the desired 
word list. insert on the original copy 
the shorthand outlines they are now 
using, and send both copies to us. 
We will review the outlines. pro- 
vide any forms that will increase 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as vou like. trving to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns: you may use 
either blank or ruled paper. Shorthand 

notehook paper is fine. 
Your writing may earn you a 


Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


50 


shorthand writing skill, and return 
the list to the sender. 

The Transcription Speed 
Awards offered by this department 
are issued as follows: 

Award I—Certificate, for 60 
words a minute, transcribed at 12 
words a minute. 

Award Il—Certificate, for 80 
words a minute, transcribed at 15 
words a minute. 

Awards II] and 1V—Certificates 
and/or pins, for 100 words a min- 
ute. transcribed at 20 and 25 words 
a minute, 

Many 


hew 


secretaries transcribe at 





much higher speeds. and to them is 
offered the beautiful OBE Em- 
blem of the Order of Business Ef- 
ficiency. The fee for the Transcrip- 
tion Certificate is 15 cents. The at- 
tractive OBE Emblems are only 75 
cents to qualifying candidates. 


TAKE ADVANTAGE of every Oppor- 
tunity to increase your transcribing 
proficiency. Earn as many awards 
as vou can. It is surprising how 
quickly opportunity comes to those 
who are prepared for it! Your op- 
portunity may be just ahead. Train 
well for it. 
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Oliver Printing Company, 406 Everett Boulevard, 
Montclair, New Jersey. Gentlemen: Just a few days 
ago we mailed you the copy for the booklet on punc- 
tuation that we plan to publish. No doubt you have 
already received this material. As you know, we plan 
to distribute this booklet to our staff, especially to 
those employed in stenographic positions. 

Enclosed you will find page 6 of the manuscript. 
Because we were making some last-minute correc- 
tions on this page, it was inadvertently left out of 
the package mailed you. Please follow the type speci- 
fications indicated on the other pages. 

We should also like to check with you on the 
prices you quoted us about a year ago. They were as 
follows: 

100 booklets $ 75.00 
500 booklets 325.00 
1000 booklets 500.00 
If this estimate will not hold for our present order, 
please let us know. 

Thank you for all the advice you have given us on 

this project. We are looking forward eagerly to see- 


ing the finished product! Very truly yours, William 
L. Sheridan. 














Rules of Punctuation Mansfield--6 
should be used spfingly in business correspondence. A number of 
examples ar Avelow: 

The sign at the railroad crossing read: Stop! Look! Listen! 

Congratulations! You have been awarded first prize. 

Keep orf the Grass! This means you! 

insane 
QUOTATION MARKS, Quotation marks are used in the following: 

l. Encloseg the exac. words of a =, or a writer in quo- 
tation marks. Example: The office manger said, "Please type 
this report in triplicate." 

2. The titles of articles and plays are always enclosed in 
quotation marks Book titles are enclosed in quotation marks only 
in typéfwritten matter that is aera in type. If, mate- 
rial is to be sent to the printer Rcchbecstdadle we tastes of 
books are underscored; this aamicies Sag the printer that the 
titles are to be italicized. Exam nple: Have er seen the Riays 
mSouth Pacifier? Mex ; ame Sues Ahad ungane (elim: P Pargrene? 

3. Words with special interpretations, humorous words, objec- 
tionable words, slang, etc. are enclosed in quotation marks. Ex- 
ample: We aaa Avtac fe the "oldies" on our program. 

4. Words used aside their original meaning are enclosed 
in quotation marks. Example: First transcribe all letters 
marked "Rush." 


5. Indicate technical words and trade names by enclosing them 
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OAT 
JUNIOR 


Arrange this letter either on 

a letterhead or on plain paper, as you 
wish, centering it attractively on 

a full sheet. To win an award, 

your copy must be (1) neat and clean, 
(2) without strikeovers or typo- 
graphical errors, (3) uniformly 
indented throughout, (4) double spaced 
between paragraphs even in single 
spaced material, and (5) correctly 
spelled and punctuated. 


It may be retyped until you are 
satisfied that you have made the best 
specimen that you can type. 





TO GET YOUR AWARD 

Mail vour work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street. New York 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50) conte 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for cach higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
e Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. «© March 
copy is good as membership test« for 
OAT. CT (page 52), and OCGA awards 
until April 20, 1956. 











OAT 
SENIOR 


Senior candidates must 

submit this month's complete produc- 
tion project—the letter given 

as the Junior test (above), as well 

as a corrected copy of the 


rough draft alongside. 


Use a full sheet of plain paper 

if you have no letterhead available 
for Mr. Sheridan's instructions to the 
Oliver Printing Company: plain 
paper, of course, for the Rules that 
you are to enclose. 


Practice the copy as often as 
you wish. Then send us the 


best specimen that you produce, 

















MAR CH COMPETENT TYPIST TEST 
Te Compu peed, divide total by number of minutes; or, to get net speed, subtract 10 for cach error before dividing by number of minatcs. 
Words Words 

Are you a gardener? Fine! Iam glad 8 it didn’t rain from June until Septem- 329 
you are, for that means that I have 15 ber, and that might have had some- 336 
found a kindred spirit. Before I get car- 23 thing to do with it. 341 
ried away with my delight, I had better 31 At any rate, the radishes, spinach, 348 
inquire what type of gardener you are. 39 and carrots that did grace our menus 355 
Don’t ask me what type I mean, forI 47 that summer qualified under the much- 363 
am~certain that there must be dozens 5% advertised slogan of “garden fresh.” 370 
of different kinds. But perhaps you will 62 All that was required was a short hike 378 
recognize yourself as one of these. 70 to the carefully tended plot of ground; 386 
For one, there is the armchair gar- 77 about twenty or thirty minutes of 393 
dener, closely related to the armchair 8 bending over in the hot morning sunto 401 
traveler; that is, he engages in such 92 wrest the produce of our toil from the 408 
activities vicariously. I am not so sure 100 earth; a trek back with it; and then 416 
that is a total loss, however. Just think 109 washing for one hour, more or less, 423 
of the great satisfaction and pleasure 117 under the faucet at the kitchen sink— 431 
he gains from the seed catalogues. No 125 or do you like your spinach with sand? 439 
garden of mine ever knew such brilliant 133 Our dewy freshness might have been 446 
or profuse blooms as his, with so little 141 gone, but not that of the vegetables! 454 
expenditure of energy—merely turning 148 Perhaps you are a window-sill gar- 460 
the pages of a catalogue. No vegetables 157 dener, like a friend of mine. I can pic- 468 
in my garden ever produced so bounti- 164 ture hers now: There in an orderly line 476 
ful a crop as the bushels of luscious red 172 sat coffee cans, flowerpots, and little 484 
tomatoes he harvests by simply looking 180 boxes, each neatly labeled. True, some 492 
at the pictures. And how can you doubt 188 of the gummed labels had fallen off; 500 
the accuracy of the yield claimed— 195 but that made no difference—each 507 
those are actual photographs! 201 label lay right there in its chosen spot, 515 
That picture harvest he enjoyed was 209 so one knew precisely which container 523 
without a single hour of the backbreak- 216 it identified. Never was a garden 530 
ing weed pulling, careful staking and 224 tended with more loving care or 536 
tying, dutiful spraying with insecti- 231 watched with more enthusiasm. As 543 
cide, and the other laborious care we 239 the tender shoots pushed their way up 550 
bestowed upon our miniature farm. 246 through the soil, they were blessed 558 
And what did we get? A few stunted 253 with a daily drink, rotated in the light 566 
ears of corn, some tomatoes that might 261 so that nice straight stems would 573 
pass for kumquats or plums so far as_ 268 grow, and thinned out in order that 580 
size was concerned, and a handful of 275 sturdy plants would develop. What did _ 588 
stringy beans—even though the seed 283 it matter if broccoli sat beside forget- 596 
packet distinctly said stringless. Com- 290 me-nots, and pansies next to lettuce? 603 
puted conservatively, our vegetables 298 Each was exciting in its own right. 611 
that season cost us only three times the 306 There is no other experience quite 618 
price we would have had to pay at the 314 comparable to that of watching a gar- 625 
store. Of course, that was the year that 322 den come to life. 628 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Ruthetta Krause 


ut 
to 
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TRANSCRIBING 


SPEED 


PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provic 
from shorthand. Compute your rate on this word-counted m« 


ed so that you can test and compare your speeds of typing from print and 


uterial in the same way you do when typing the C.T. 
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SMART COPY CATS 


find the line . . . everytime 
with FLICK a LINE 


ONLY $5 95 prepaid 

















Right or Left! High or Low! 
Simply reverse the panel in the slot 


Fits in slotted base for four positions .. . 
Combines every desirable feature 
for good copy work. 


Inclined masonite panel 834" x 14” 
Rubber wheel operates line finder 
Genuine walnut base with 

pencil groove and book ledge 


FRANKLIN TABLE COMPANY 


TI16 N. 4th St., Louisville 2, Kentucky 


COLOR AND LINE 


(Continued from page 43) 














SHORTHAND 7 


Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga —it’s Leadfast. 


TICONDEROGA 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division, TS-3, Jersey City 3, W. J. 
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model with her fine, small bones 
and elongated figure is not the 
mean, but the exception. Yet even 
with Miss Average American’s 
measurements as the standard, there 
are many figure variations and 
problems. Among the most common 
are: the short woman; the heavy 
one; the tall, thin woman; and the 
one with the “hip” problem. 


WHILE THE TALL, SLIM FIGURE IS 
THE CURRENT IDEAL, the short wom- 
an is faced with the problem of 
trying to counteract the horizontal 
lines of her figure. When selecting 
her wardrobe, she should choose 
clothes with diagonal and broken 
lines in their styling. A complete 
ensemble in one color will also 
make her appear taller and slimmer. 
Oversized bags, large hats, too-full 
skirts, and box jackets should be 
avoided, regardless of seasonal 
fashion dictates. Proportion should 
guide her in buying—daintiness and 
subtleness predominate. 

For the heavier woman, who, for 
one reason or another, does not 
ever seem able to lose sufficient 
weight to meet style requirements, 
there are other positive steps she 
can take. Most important, she must 
avoid too-tight clothes. Any ma- 
terial pulled taut over bulging sur- 
faces does not conceal fleshiness 
but only emphasizes and draws at- 
tention to it. Instead. the heavier 
woman or girl will be wise to select 
clothes with gored skirts, inserted 
pleats, V-necklines, and dresses de- 
signed along surplice lines. Her 
choice of fabrics is an important 
one. She must look for those with 
a dull finish or mat surface, avoid- 
ing satin and other shiny materials 
at all costs. For her, bold plaids, 
stripes, dots, and large-patterned 
prints are out. As with her shorter 
sister, she must bypass wide belts 
of contrasting color or fabric, too- 
big hats that would add to her ap- 
pearance, full or floppy bows at 
the neckline. She should also choose 
her accessories with care, taking 
time to select those that are neither 
too small nor too large. 


AT THE OPPOSITE END OF THE STYLE 
Picture is the tall, thin girl. She has 
the height demanded by today’s 
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fashion standards, but is perhaps 
too angularly thin to be attractive 
or appealing. An effect of fullness 
and softness, without appearing 
fussy and overdressed, is to be 
sought in this instance. For her, a 
dropped shoulder line, batwing or 
dolman sleeves, patch pockets, box 
jackets, and pleated skirts are all 
good choices. Suits with the jacket 
and skirt in contrasting color or 
fabric, shiny and _ stiff materials, 
light colors, and bold or large prints 
are also desirable. She should avoid 
materials that cling, over-all knits, 
and anything skimpy in cut that 
would outline her angularity. 

A size-sixteen hip line with a 
size-twelve shoulder compasses the 
most common clothes problem of 
the average woman. Though diet 
and exercise should be _ seriously 
considered, some disguise is possi- 
ble. This can be done either by con- 
centrating attention on the top of 
the dress or by leading the eye to 
the hemline. Some shoulder pad- 
ding is also helpful in such cases, 
though it need not be extreme. 
Horizontal lines at the hips or any- 
thing that effects width at this part 
of the body are to be avoided. 
And_too-tight clothes are out. 
Soft skirts are best for the woman 
who wishes to draw attention from 
her hips, though straight skirts with 
tucks and pockets at the hips, peg- 
tops, and wrap-around styles are 
possibilities. 
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ASK THE EXPERTS ...... 


(Continued from page 13) 





remember that a request calls for an 
answer in the form of an action, while a 
real question calls for an answer in 
words. 

If a dictator should say bluntly, “I 
want you to sign and return the forms 
promptly.” the recipient would doubt- 
less take offense. So, instead, he writes, 
“Won't you sign and return the forms 
promptly.” He is not expecting his cor- 
respondent to reply, “Yes.” He is ex- 
pecting him to sign and return the forms. 

On the other hand, if the dictator 
should write, “Wouldn't you like to see 
a plan that would pay all your bills if 
you met with an accident?” he is ex- 
pecting the recipient of the letter to say 
to himself, “Yes.” 
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MONTGOMERY PRESENTS JOYCE McKENNA 


(Continued from page 17) 





“Of course, I can't begin to copy 
his style, but I do try. And I al- 
ways remember that, if he doesn't 
like the results, I'll try again or he 
can dictate.” She stopped a mo- 
ment, then added shyly, “He usu- 
ally does pass them, but there aren't 
any hurt feelings when he doesn't. 

always learn something from his 
revision.” 

One letter they both enjoyed 
came from a little girl who ex- 
plained that she wanted very much 
to have an autographed picture of 
Mr. Montgomery, but to have one 
she’d need five—because she had 
four sisters. (Five photos were in 
the next mail. ) 


\in. MONTGOMERY'S MAIL is heavy. 
Because he’s not only an actor, or 
director, or producer, the letters 
arent all from fans. His interests 
are well rounded. He’s an active 
businessman, and in addition gives 
time and attention to several chari- 
ties. Mrs. Montgomery is also ex- 
tremely busy in work for charitable 
organizations, and Joyce enjoys 
making an occasional phone call or 
doing a small task for her in this 
connection. Joyce has regular of- 
fice hours, seldom working late. 
Casting and editing for the Robert 
Montgomery Presents show are 
done in the offices of Neptune Pro- 
ductions; so, many phone calls and 
visitors must be referred there. 

Her pet peeve echoes that of 
many another secretary. Her phone 
has been ringing constantly all aft- 
ernoon. She's tired, but she re- 
members to answer courteously. A 
voice at the other end announces 
he wants the telephone number of 
Neptune Productions or some other 
office listed in his own phone book 
as it is in hers. However, she bites 
her tongue, looks it up, and starts 
to reply, when she hears, “Oh, wait 
a moment while I get a pencil and 
find a piece of paper.” 

Some calls give her a chuckle. 
One day, a stranger phoned when 
Mr. Montgomery wasn't in. Joyce 
offered to help him, but he refused. 
He carefully spelled his name—it 
would be unfamiliar to Mr. Mont- 
gomery—and told joyce to inform 
her boss, “I'll see him any night 
after six.” 

Because 


telephone traffic is 





heavy, Joyce has three phones on 
her desk with several extensions on 
each. When the third was being 
installed, Mr. Montgomery suggest- 
ed different pitches for the bells so 
she could tell which was ringing 
without trying them all. “Or, per- 
haps,” he said, with a grin, “you 
should have a honk, a toot, and a 
whistle.” 

Joyce is still young and unsophis- 
ticated enough to say, “I get a big 
kick out of receiving the famous 
stars and writers who come in to 
see Mr. Montgomery.” James Cag- 
ney is one of his close friends, 
whom she admires tremendously. 
She describes him as being. soft- 
spoken and so friendly that he usu- 
ally stops to chat with her. 


JoYCE IS PRETTY ENOUGH to play 
the role of Mr. Montgomery’s sec- 
retary on the stage or screen. A 
natural blonde, she wears clothes 
well. “I've got a wonderful excuse 
now to buy more than I| used to,” 
she laughs. “I feel I have to be well 
groomed as Mr. Montgomery’s sec- 
retary. Not a fashion plate, and 
nothing ostentatious, but it’s fun to 
think I should buy that new dress 
or hat I see in a shop window!” 
Perhaps unfortunately for her pock- 
etbook, her office is on Fifth Ave- 
nue near the famous dress shops. 

Joyce lives at home with her 
parents, in a suburb of New York 
City. She hasn't developed any do- 
mestic inclinations yet. Housework 
is something she'd rather skip for 
the time being, and sewing leaves 
her completely bored. Her idea of 
a good date is to go to the theatre. 
She also likes to dance, provided 
her escort is a good dancer. Vaca- 
tion, to her, means lots of tennis 
and swimming. 

She has one secret ambition. She 
hopes after she has worked for 
Mr. Montgomery several years she 
may dare tell him about it. “The 
thing I'd love to do is sometime to 
edit his letters for publication.” 

In serious moments, Joyce's eyes 
open wide with dignity and poise 
when she expresses her feelings 
about her job. “I hope I’m not get- 
ting spoiled, but once you've had 
a position like this and a boss like 
him, it would be difficult to work 
anywhere else.” 
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HH 1800 E. Grace St., Richmond 23, Va. 


TRY THIS 


LMT 


EVANS GATHERING RACK 
30 Days at our expense 


See for yourself. One person 
collates more than 3,500 pages 
per hour. Racks cost only 

$10 to $25 retail. Slash collating 
time and cost 50‘; 


Light, durable, all-aluminum 
construction. Can be stored in 
1 cubic foot space. Gives 

long, trouble-free service. Each 
rack section holds 500 sheets. 


SEND TODAY FOR FREE TRIAL 


SES EESEEEEREEEEEEee 
@ Evans Specialty Co., inc.— 6032 Evans Bidg. 


@ I would like a free test of the Evans § 
Gathering Rack, 30 days in my . 
z own office. 








& Address 











For Successful Secretaries 





—and those ‘‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics te put you ahead for a raise 
and the better job you want. 
Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con 
ceivable office question. Helps you 
develop your judgment and self-re 
liance in handling independently 
any job assigned to you 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 


Examtes 10 days free! See for yourself how thi Iandbook 


an help you win greater confidence from your employer 


greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these 


How to set up a ‘‘foolproot’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write letters without dictation 

How to attend to social obligations 

How to keep track of emp oye:'s financial affairs 
How to maintain friendly client relations 
How to select vour office wardrobe 

How to hand.e vour iob and yourself with 
polish and poise 

How to avoid neediess overtime work 


Prove to your own satisfaction that this is ‘‘the most use- 
ful book a successful secretary can own''’! Send coupon 


b 


clow to get your copy for 10 days’ free trial. 


You get 158-navge HANDBOOK OF BUSI 
| NESS MATHEMATICS as a gift. Shows you 
—— age ® in arithmetic, easy ways to do 

fu 


ring Mail coupon below 


T PRENTICE- HALL, INC., Dept. 58686-D2 on 


Englewood Cliffs, New Jersey | 
Send me the ‘‘Complete Secretary's Handbook’’ for 1 
ree Examination fter 10 days I will either remit 
$4.95 plus a few cents for postage and packing. or 
return the book and owe nothing. I am also to re- 
ceive—free a copy of ‘‘Handbook of Business Math 
ematics,** ine to keep whether I keep the Secre | 
tary’s Ha andbook or not. | 
Name | 
Address | 
5 Oe Zone State | 





Straighten Up and FILE Right . 


with a program that’s modern, authentic, realistic 








_J Progressive Filing— Sixth Edition 
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TEACHABLE, Carefully 
Integrated BASIC TEXT 


A new presentation, in color, that condenses 


the bases of all filing into twenty simplified 
rules .. . easily understood, easily retained. 


Complete cycle of filing activities, from in- 
dexing to transferring, presented early in 
the text ... what an advantage for short- 
course teaching! 


Demonstration-centered illustrations ... 
emphasis on activity, not on equipment... 
more than 100 illustrations in this 160-page 
text. 


Equal emphasis -on filing in small offices 
and in large, centralized departments. 


Progressive Filing, Sixth Edition ... so 
brief, so clear, so simply stated ... that it is 
virtually self-teaching! 


EASY-TO-USE 

WORKBOOK EXERCISES 

A short course in itself . . . alphabetic filing 
rules are stated right in this supplementary 


workbook for convenient use in doing the 
correlated exercises. 


Miniature forms provided for putting the 
filing rules into effect. 


COMPLETE TEACHER’S 
MANUAL AND KEY 


A guide to all kinds of filing programs. 


Solutions to all exercises and helpful teach- 
ing suggestions based on classroom experi- 
ence in the teaching of filing . . . high school 
and college. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


Serving Business Education Through Publishing 
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RE-USABLE 
PRACTICE MATERIALS 


No gummed labels to stick on tabs... no 
mutilation of guides and folders ... no 
waste! Your bargain buy in quality filing. 
Basic Set- 
Complete, ready-to-use practice units in 

1 Alphabetic Card Filing 


2 Variadex Alphabetic Correspondence 
Filing IN FIVE 
AUTHENTIC COLORS 


3 Numeric Filing 


Advanced Set-— 

Complete, ready-to-use practice units in 
4 Subject Filing 
5 Geographic Filing 


Exercises in 
6 Triple-Check Automatic Filing 
7 Decimal Subject Filing 
8 Soundex Filing 


Miniature Letters— 


Seventy-five of them ... realistic ... ex- 
pertly and authoritatively prepared to sim- 
plify teaching and learning. Collated for 
instant checking. 


Practice Instruction Manual— 


Straight-speaking student booklet of in- 
structions for doing practice units and ex- 
ercises ... simply written ... complete... 
explicit. 


New York 36, 330 W. 42d St. 

Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post St. 

Dallas 2, 501 Elm St. 

Toronto 4, 253 Spadina Rd. 

London E. C, 4, 95 Farringdon St. 
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OFFICE SHOPPING CENTER 











Easter Water Globes will lend a sea- 
sonal touch to your desk and will prove 
iighty useful all year. They are about 3 
inches high, and each one contains a 
finely detailed Easter 
with rabbits, ducks, butterflies, and Eas- 


ter eggs. A 


scene complete 


conversation-piece paper- 


ul 
weight—and when you need a moment of 





relaxation, just shake the globe and watch 
the snow fly. The water globes make ex- 
cellent favors or “small gifts.” $1 each, 
postpaid; 6 for $5. Order trom Q-T Nov- 
elty Company, Inc., Dept. TS, P.O. Box 
54, Murray Hill Station, New York 16, 
New York. 


For the girl who uses a portable—on 
the job, traveling, practicing or working 
at home—a real beauty, the De Luxe 
Hermes Rocket. It has every feature nec- 
essary to a portable and includes such 
extras as the intermediate paper table, 
full-sized ribbon, finger-form keys, full- 
sized platen, key-jam release, and exclu- 
sive typing action. It’s a real lightweight, 
too, weighing in at a mere 9% pounds. 

Ihe De Luxe Rocket comes in a light- 
brown leatherette case lined in brown 





> 


moiré fabric. There’s a convenient button- 
down flap on the inside cover tor paper 
storage. Lock and key included. Addi- 
tional details may be obtained from 
liermes Division, Paillard Products, Inc., 
Dept. TS, 100 Sixth Avenue, New York 
13, New York. 


Desk Set has pens to match your mood 
and your job. Neat leather base 
three ball-point pens. Oue wrices in blue, 


holds 





another in red, and the third in green. 
There’s a handy 


a1 


Leather base, 3% 


magnifying glass, too. 
inches high, comes in 
green, red, or brown. Three-initial mono- 
gram free of charge. Desk set will be a 
useful and decorative touch for your desk 
—or the boss’s. It’s $3.95, postpaid, from 
Dale Fifth Avenue, Dept. TS, 719 Fifth 
Avenue, New York, N. Y. 


TelExecutive, a new speech prompter, 
is being distributed by Underwood Cor- 
poration. It is a portable version of the 
TelePrompTer so widely used in television 
and movie studios. TelExecutive is operat- 
ed by a palm-sized hand control that 
regulates the speed of the script as it 
moves across the illuminated viewing face. 
Script can be stopped and started at the 
speaker's discretion, or the machine can 





be set at a steady pace, thus leaving the 
speaker's hands free. 

The entire unit, covered with top-grain 
cowhide, is completely unobtrusive on the 
speaker's table and will fit conveniently 
on any rostrum. A leather attaché case is 
provided to hold the TelExecutive itself, 
the hand control, a supply of extra script 
spools, script paper, and an editing kit 
The complete unit weighs less than nine- 
teen pounds. 

Address all inquiries to Underwood 
Corporation, Dept. TS, One Park Avenue, 
New York 16, New York. 
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ITE-LINE copyrunoipver 


SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 
[-—-—MAIL COUPON TopaY—-—- 


RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C 





| Please send me a free copy of your Fo'der. 





| Nome 


| Address 








| cy Zone___ State 
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TYPISTS 

EVERYWHERE 
PRAISE 

SWOPAKE! 
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Now secretaries can 
rest easier when they make an occasional 
error—with SNOPAKE on the job. It’s a 
marvelous new white opaque paint that 
is flexible, easy to apply and. amazingly 
fast drying. Merely paint over the error 
with SNOPAKE, let it dry for an instant 
and then type right over the area. The 
result—a smooth, perfect job. Designed 
especially for typing for photographic 
reproduction—Offset, Xerox, etc. Artists, 
too, find SNOPAKE far superior to any 
opaquing solution now know; 
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FOTOTYPE, INC., 1402 Roscoe Street, Chicago 13 
Enclosed is $1.00 Please send | oz brush-in-cap 

bottle of SNOPAKE and bottle of Thinner 

Neme 

Address 

City 
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Earn a degree in 


University of Denver 
... for a business career 
...to teach business 


l-yr., 2-yr., and 4-yr. 
SECRETARIAL PROGRAMS 


Designed to prepare you for secretar- 
ial positions at administrative and 
executive levels. By completing the 
four-year program leading to the 
B.S.B.A. degree, you can also become 
certified to teach business subjects in 
high school and college. 


For catalogue and other information, 
write: 


DR. JOHN E. BINNION, 
Chairman 
Dept. of Business Education 
Room R-3, Business Administration Bidg. 


UNIVERSITY OF DENVER 


DENVER 2, COLORADO 




















THE JOB INTERVIEW 


(Continued from page 29) 





company benefits, and similar as- 
pects of the job. However. if vou 
are not clear about the duties or the 
salary or any other important fac- 
tor, don’t feel that you can’t make 
some sort of polite inquiry. It’s bet- 
ter to discover anything disagree- 
able about the job at once. But 
please don't ask, “Do you have a 
coffee break?” or “How soon do I 
get my first vacation with pay?” 


SOME INTERVIEWS may last a few 
minutes; others may take a_ half 
hour or longer. Almost without ex- 
ception, though, emplovers are busy 
men, so don't overstay your wel- 
come. Something like, “You'll hear 
from us in a few days,” is generally 
your cue to go. Thanking the in- 
terviewer for his time and express- 
ing interest in the job are ways of 
making a good last impression that 
may stick with him even after he 
has seen many other candidates. 
You might further fortify this good 
impression by following up the in- 
terview with a brief note of thanks. 

Sometimes you will be offered a 





Save Time! 


Stop Waste! 


Be not only an Efficient Typist, be a 


Happy One. 


Notice how the Typist uses Kee Lox Erasa- 
guard to correct errors on Originals, also Carbon 
Copies, Perfectly and Quickly. Saves Stationery, 
saves Carbon Paper. Saves so much Time and 


Time today is real Money. 


The perfect Equipment for 1956. One Typist. 
One Typewriter. One Erasaguard, one eraser. 

No Secretary can give full efficiency without 
an Erasaguard. Errors are so easily made. 

Read what one writes. “For almost a year I 
have been using your wonderful Erasaguard. | 


have been also unsuccessful in trying to locate ® 


several more of them for use by others in the 
office. | have a terrible time trying to hang onto 
mine. Please tell me where I can purchase these. 
We need them so badly, they’re grand.” 


drawing lines. 


to Dealers in U.S.A. and Foreign. 


KEE LOX Manufacturing Co., 


cr 
Can also be used for drawing, will not slip, will not smut if pen is used 7 
| 
ORDER DIRECT 75c each; 65c¢ each in dozen lots. Wholesale Discount : 
| 
Rochester 1, N.Y., U.S.A. 7 


58 


Foreign Dealers write care EXPORT DEPT., above address. 
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job right on the spot. If vou're 
sure its what vou want—fine, But, 
in case you want to think it over 
or check on other job possibilities, 
be sure to evidence definite interest 
and then explain politely that you 
have other interview appointments 
that you would like to keep before 
vou decide. No employer will ob- 
ject to vour setting a specific time 
(such as a next-morning telephone 
call) to let. him know what your 
decision is. 

As you leave, you will want to 
make sure you have all the details 
straight: the exact spelling of the 
boss’s name (if in doubt, check 
with the receptionist ) and the com- 
pany name and address. 

Landing a job, especially a good 
job, is a great satisfaction. It means 
your own private little sales cam- 
paign has been a success. The most 
important thing may be the money 
voull be earning. But that smile 
the boss gave Miss Wyndinham- 
mer meant more than that. It 
meant friendship and new and in- 
teresting experiences. Plan your best 
for the interview so that you'll earn 
that smile—and your chance to 
prove your ability in the right job. 





*, 


Just place the Erasaguard behind the sheet from which 
you wish to erase. Treat the Carbon Copies the same way. 





eC a a ee en ~ 
ORDER 

KEE LOX Manufacturing Co. | 

Rochester 1, N.Y., U.S.A. | 

Send Please............. Elite Pica 
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FINGER-TIP MONEY _ 


Continued from page 2 


it if you are easily annoyed. Don't consider it if you are 
the nervous type. Youll meet these things and more 
every single minute of your long, long day. Until you 
have grown enough to employ help, your time will 
never be your own. Someone will come in at four with 

big job and want it at nine the next morning. That 
means you work all night. Or you have customers 
treading on each other's heels. That means you don't 
even get time for a cup of coffee and you're lucky if 
you get dinner at all. Or you have days when no cus- 
tomers come. Then you have time to sit and worry and 
feel sure you ll never make it. You’ve got to have faith. 
coupled with your ability. First thing you know, you'll 
welcome a day when no one shows up and you can 
catch your breath, get the customers’ card files in or- 
der, send out your bills, straighten up the desks, and 
maybe even make a date—hoping that no rush job will 
come in and force you to cancel it. 

Youll work as you never worked in private industry. 
Youll forget what your friends look like. Your social 
life will be a dim memory, but you'll be building your- 
self a rewarding, solid business. And one fine day your 
bookkeeper will tell you that you can afford an assist- 
ant; you can afford, in fact must have, larger and more 
imposing quarters. Youll be able to go off on a vaca- 
tion—but you won't be able to stay away more than a 
week from your demanding customers, the clatter of 
your precious machines, the ringing of the phones, all 
of which you have come to love with the deep and 
abiding affection of a creator. It’s an adventure with 
the unknown, and once you get this monster on its 
feet. you'll never let it go. 


PEGGY THORPE HAS LIVED THROUGH ALL THESE TRIALS and 
tribulations. She’s known what it is to wonder where 
the price of the next box of paper is coming from, and 
she’s known what it is to wonder how she could handle 
the rush work; but she wouldn't trade a moment of it. 
She says it has been the most satisfying period of her 
life. Today, business is booming and the future looks 
even better. Hers is a success story, and it can be 
yours if you school yourself in perfection, in determina- 
tion, in friendliness, in hard work and put them to use 
to pay off in accomplishment and an excellent living 

Your only possible competition is someone as good 

better than you. If you’re tops you won't have to 
worry—because there aren’t many of that kind around! 


Ar cert: Working all night is no novelty for Peggy Thorp 


\r niGHt: Supplies are purchased at a local stationers , and 
good quality paper is just as important as good quality work 














self-adhesive 


new Avery 


file folder labels 





faster+neater*+ cleaner 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ...with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
oe on eae a moral! to this tale of the business 
248 labels per box —31 sheets ° 
of € labels enct jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 


available in 10 border colors 


Rolls right on file tab without 
peeling or popping 








These NEW AVERY file 
folder labels are available 
at all stationery dealers. 
Ask for them TODAY! 
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AVERY ADHESIVE LABEL CORP.. Dealer Div. 162 

117 Liberty St., New York 6 - 6068S. Dearborn St., Chicago S 
1616 So. California Ave., Monrovia, California 

Offices in Other Principal Cities 


free <— 
samples 
\ 


\ 


Please send more information and tree samples of Avery 


\ self-adhesive file folder labels 








Discover their / 


| 
| 
| 
| 
| 
utility and | 
economy yourself. | company “ae 
Just send this | 
coupon for your 
free samples | 
today. | 
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address 


my name position | 
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Graffco never 
lets me down / 


‘ 
a ——— ss 









a 
Nu-Viee Metal Projecting 
Segnats for “Vertical” Records 





WRITE YOURSELF UP! 


(Continued from page 31) 
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How I used to dread the sudden call 
for facts and figures. They were in the 
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Nu-Viz Meta! Signals 
for “Visible” Records 


records and on the maps .. . but where? 





Now Graffeo Signals and Maptacks 


spotlight t all important classifications for 


instant action. And as reminders. they 
never forget! There is a special Graflco  Peoscgrde ranean 
tor “Visible” Records 








product for every kind of record hous- 
ing, maps and charts. rite for free 
color folder describing them all. 











Gr a ff fe CO ond MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 


54 Washburn Avenue, Cambridge 40, Mass. 








TAKE A SUN-O-RAMA HOLIDAY 





6 romantic nights 


$36= 


Rete per person, double 


occupency Jenuary | thru SARASOTA, 
April 15, 1956. FLORIDA 


pur Herida Dream Vecnlon 
LUXURIOUS HOTEL . 
.... JADE SWIMMING POOL ... 


5 Reasons to Vacation at 
FOR LOW PACKAGE 


RATES...AND GO The SARASOTA TERRACE: 


NOW-PAYLATERPLAN = egret GOLF ON 27 HOLE COURSE 


SEE YOUR LOCAL @ FREE CRUISE IN GULF 


TRAVEL AGENT! @ FREE COCKTAIL PARTY 


@ FREE BEACH CABANAS 












NEW SARASOTA TERRACE Hotel 


TEL. RINGLING 2-5311 P.O. BOX 1720, SARASOTA, FLA. 
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second resumé. It was sent to all the drug firms on 
his list. Ross is now working for one of them. 

this is what 
should go into your resumé: First of all, name, address, 


As you can see from the examples, 
telephone number (but only if you can be reached 
there during the day, or if someone there will take mes- 
sages for you), title of job you are seeking. Then, 
your employment record, starting with your most re- 
cent job and working your way back—chronological 
order in reverse. But this employment record must not 
be a job analysis or a listing of your duties and re- 
sponsibilities. Most employers know what secretaries 
are supposed to do. Stress your individual accom- 
plishments—anything that will point up your qualifica- 
tions for the job you're seeking. 

If you're writing to an out-of-town firm, you might 
passport size. Attach 
this to the top of your resumé, at the right. It isn't 


include a good photograph, 


necessary to state religion or to give a_ physical 
description of yourself. 

Most good resumés are only one page long. Don't 
try to save time by making carbon copies; your resumé 
might get filed in the wastepaper basket. Stick to 
facts. Write and rewrite. Leave out your opinions. 
Don't boast. Let your record speak for itself. 

Keep your prospective employer's interests upper- 
most—not yours! You can discuss salary, references, 
and reasons for leaving previous jobs at your inter- 
view. But be prepared to discuss them then. And be 
sure you can back up your statements. Otherwise, 
youll be labeled a fraud. Let the truth work for you, 
not against you! 

If something is important enough to go into your 
resumé, it should not be abbreviated, or left untied 
with an etc. stringing after it. 


YOUR RESUME MAY HAVE WIDE CIRCULATION, so don't 
try to dash it off in a few minutes. Work at it. It can 
be an ambassador of your good fortune. Give copies 
to teachers, friends, or relatives. Anyone might turn 
up the contact you need. On the strength of your 
resumé, you might get an interview. 

You can send your resumé, as Anna Marie did, in 
answer to an advertisement. Or, like Ross Richards, 
to a chosen list. In the latter case, address it to a 
particular man, if possible. If you’re sending your 
resumé blindly, mail it on Monday, so that it will 
arrive in mid-week when the pace is slower. 

Even though a resumé is written in the first per- 
son, its strength lies in its factual characteristics— 
action and achievement. The better you package 
yourself, the better your chances to,arouse interest 
in what you can do. And when you get the job, sug- 
gest that a copy of the resumé be put into your per- 
sonnel file. It may be your passport to promotions. 

If you want to know what you can do, write your- 
self up! You may be amazed at the results! 
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(Continued from page 23) 





4. Be sure to let your counselor know where to 
find you at all times. The day you are “in hiding” may 
be the day that the big opportunity will come. If you 
have no telephone, make arrangements to have mes- 
sages left with a friend. 

5. Pay strict attention when your counselor briefs 
you on a pending interview. A good knowledge of the 
firm, the job, and the personality of the person who 
will interview you will put you at ease, and will give 
you a head start in getting the job. 

6. Immediately after your interview, contact your 
counselor, If you are not offered the job on the spot, 
the counselor will be better able to “sell” the em- 
ployer if she hears your account of the interview first. 
If the prospective employer doesn't feel that you fill 
the bill, or if you feel that the job doesn't fit you, a 
review of the interview may make the next a success. 

Regardless of these rules, and regardless of the 
rather lengthy briefing our agency gives applicants 
prior to interviews, we can't anticipate everything that 
an unthinking job seeker might do. Here are a few 
case histories from last month where the applicant, 
obviously, wasn’t hired on the first interview. 

Miss A didn’t get her job because she asked the 
employer the salary for the job and when she could 
expect her first increase before the employer had a 
chance to explain the job to her. 

Mrs. B scared the employer out when she told of a 
recent illness her little son had just gone through. He 
could imagine days of absenteeism ahead! 

Miss C, who is going to night school, said, “Well, 
maybe the job wouldn't be very interesting, but I could 
keep it until I get my degree.” 

Miss D was a half hour late to her appointment, 
Miss E asked to use the interviewer's telephone for a 
personal call before the interview began, and Miss F 
popped her bubble gum in the employer’s ear! 


AN EMPLOYMENT AGENCY can expedite job hunting if 
you are planning to move to another city. When you've 
selected your new locale, try to obtain copies of the 
newspapers there and consult the classified advertis- 
ing columns. You will find the names of employment 
agencies and can make inquiry by letter. Give your 
complete educational background, your job record, and 
salaries you have earned, Also enclose a recent phote- 
graph. The agency can then give you a general ap- 
praisal as to what your chances are for finding employ- 
ment. If you decide to take your chances on going 
after a job, it is best to plan to spend from three days 
to a week to accomplish your objective. 
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> a NO MORE 


oe OF THIS 


"I'M SURE GLAD | SENT FOR 
THOSE COPIFIXT SAMPLES” 


COPIFIXT completely eliminates hand assembly of messy 
loose carbons. Correspondence goes faster . . Copies 
are cleaner. .... No more late afternoon fatigue. 

COPIFIXT forms are adaptable to all typewriters and busi- 
ness machines. COPIFIXT Carbon Copy Sets are produced 
on high quality carbon and bond paper. Three styles are 
available for making one, two, or three copies of letters and 


reports. 
Conifer 









INTEROFFICE MEMOS 


The boss is getting out earlier too, since 
we ordered those Interoffice Memos. 
Easy-to-use 3 part set provides a follow-up 
. io , . . io 
Other stock National  /0F the originator and two reply copies. 


Litho Forms include bills 
of lading, voucher checks, 
insurance report form 





RK-1, carbon-topped sin- NATION A XZ. ; 7 a we eo | 
gles ... also custom one- 
time carbon interleaved O16 


single-sets, continuous 
and tabulating business 
forms. 16423 EUCLID AVE... CLEVELAND 12. OHIO 


con ranyT 


Contact your local dealer or stationer OR mail coupon below 


Please send me without obligation your free sample 
of () COPIFIXT or () INTEROFFICE MEMOS 


) 
| 
NAME 

mait [>i re 
| 
| | 
| 


ADDRESS 
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“SAMPLE RESUME 


Here’s the WALLET SIZE PHOTO 


secretaries everywhere are using 
WITH FREE 

















FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 
YOU RECEIVE FREE, three full pages — a one page sample resume 
and two pages of instructions, to help you prepare the resume to use 
with your wallet photos. — Your original portrait or photograph re- 
turned unharmed with 20 top quality 21. x 31% silk finish, double 
weight photos plus free sample resume. 











25 FOR $1 — You'll love your pictures or money returned. 60 FOR $2 

| APPLICATION PHOTOS, Dept. 56 FROM ONE ! 
Box 271, Salem, Mass. POS | 
We enclose portrait or photo and $ for ! 

| wallet photos and free sample resume and instruction sheets. 25 for ] 
. NAME $1] 00 | 
| ADDRESS or 
city __ = ZONE___STATE 60 for $200 , 








YOU Save 56% Typing Time When 


Typing the Titles for Indexes & Guides! 





RE aa 
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TYPERITE® ee 0 
INDEX 
TABBING! 


7 eat ea se 


Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 


-_ — PP = 
= AICO TYPERITE Tabbing has blank 
{ eT | insert strips that are typewrite! 
— ‘ spaced to permit the use of the line 
aS pe space lever when typing titles. Ends 
- ~ t the need for soft roller work to center 


or position the title on the insert. Re- 
duces typing fatigue & errors. 


NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 





You can now enjoy the same time saving. 


Group Of AICO Guides work saving features on typing the titles 
Check File Guide—Open for your Guides. Make filing, finding, 
Shelf Filing Guide— faster, easier and get a neater cleanet 


Tabulating Guide—Out 
Guide—Card Guide, etc. 
Also Custom-Made Guides. 


titling job. AICO also makes Guides to 
your own specifications any size or shape 
with titles to meet your special needs. 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


AG 97 Reade St., New York 13, N. Y. 


426 5S. Clint t., Chi 7, Wl. 
INDEXES nton St., Chicago 
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JOB-HUNTING HINTS 


(Continued from page 21) 





some thought to questions you 
might ask about the job or firm. 
You will first impress any poten- 
tial employer with your over-all 
appearance (look the part of a well- 
dressed secretary ); secondly, with 
your presentation (your personal- 
ity, enthusiasm, interest, and man- 
ner of speech); and, thirdly, with 
your actual qualifications. 
Together, these characteristics 
make you. They help you get a job 
and, subsequently, hold a job. But, 
if for some reason you or the em- 
ployer decide this is not the posi- 
tion for you, don’t be discouraged. 
You will have made a favorable 
impression, and such encounters 
may have far-reaching results. 








EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
= agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


reputable employment 
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\_ SPECIALISTS \ 


CHICAGO 
a Furnishing Y 


Qualified Secretaries to the 
* High-Paying Chicago 


Market On An 
SECRETARIAL Employer Pay Fee Basis 
PLACEMENT 59 E. Madison * Suite 1417 
CEntral 6-5670 . 











NEW YORK 


AMY LORTON McKAY 
Established 1940 
Personnel Placement—Men & 





Women 
Advertising Industry Publicity 
Airlines Magazines Radio-TV 
Fashion Book Publishing Wall Street 


30 Rockefeller Plaza—Suite 3030—Cali CO 5-3988 











Employers Recommend 
ROLAND 
EMPLOYMENT SERVICE 


for high standards, excellent performance, 
and best job applicants. That's why they 
list their best jobs at 

ROLAND EMPLOYMENT SERVICE 
116 S. Michigan FRanklin 2-0320 








Words 


(Key to teasers on page 37) 


NOUNS FROM ADJECTIVES 

l. rarity; 2. reality; 3. entirety; 4. anxi- 
ety; 5. facility; 6. noioriety; 7. society; 
8. gaiety; 9. tranquillity; 10. crudity. 


“IS” or “ARE”? 


ie: 1, 3, 3, 6,9, 1 on: 2. 4, ©, Y. 


REPLACING “AWFUL” 


l. heavy, severe; 2. great; 3. bad, se- 
vere; 4. unbecoming, grotesque, unsuit- 
able; 5. inexcusable, ludicrous, embarrass- 
ing; 6. uncouth, boorish; 7. unappetizing, 
indigestible, unbalanced; 8. disorderly, 
inartistic; 9. severe, crippling, paralyzing; 
10. irritable, unappreciative, rude. 


VARIED MEANINGS FOR ONE SEN- 
TENCE 

1. John said, “ 
to the top.” 

“John,” said Tom, 
way to the top.” 

“Have you finished the report?” Mr. 

Henderson asked Marion Andersonville. 

“Have you finished the report, Mr. Hen- 
derson?” asked Marion Andersonville. 

3. Anne, the new office girl, exclaimed, 
“I cannot do it.” 

“Annc,” the new office girl exclaimed, 
“T cannot do it.” 

4. The manager reported, “Charles 
Thomas and Sam Turner were absent.” 

The manager reported, “Charles, 
Thomas, and Sam Turner were absent.” 
reported Charles 
“and Sam Turner were absent.” 


lom, you are on your way 


“you are on your 


“The manager,” 
Thomas, 


DIFFERENT WITH FINAL-E 


1. to, toe; 2. quit, quiie; 3. mad, made; 
4. be, bee; 5. star, stare; 6. pan, pane; 


7. pal, pale; 8. her, here. 


DENVER 








SECURITY EMPLOYMENT SERVICE 


“A Good Name to Remember” for the best in 
secretarial positions. Security for the applicant, 
security for the employer. No registration fee, 
very low rates. 


MRS. MARIE SMITH, Owner 
1312 Broadway KEystone 4.7273 








NEW ORLEANS 








Secretarial positions with the finest 
firms in the Advertising, Publishing and 
Business Fields in Midtown—Radio 
City—Grand Central Area are avail- 
able through the Moran Agency. 


MORAN AGENCY, 545 Fifth Avenue (45th St.) 











Where High-Grade Secretaries 
& Top-Grade Positions 
Have Met 
For More Than 25 Years 


Confidentially Contact..... 
to puonow AY Miss Marion Steele CO 7-4540 











SAN FRANCISCO 








Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Lovisiana 


12 Years Same Management CAnol 4241 














Western Employers Service 
San Francisco’s Largest 
NO FEE AGENCY 
Temporary and Permanent Jobs 


995 Market San Fran., Cal. 














Coming Next Month 


Appointment with Today’s 


Secretary in Milwaukee 


Meet Nancy Tigue—full-time career girl by day, school girl by night. 
Nancy’s story will come to life for you in the April issue of TopAy’s SECRE- 
TARY, where you can read about her unique position as secretary to the 
Management Conference Center at Marquette University, Milwaukee, Wis- 


consin. 


A native of Des Moines, 


lowa, Nancy started at Marquette a few years 


ago and, when her money ran out, decided to go to work for the University. 


She still takes two classes 


each semester in the adult eve ning division and is 


active in the school’s little-theater productions. Off campus, Nancy shares 
domestic chores with her roommate Patricia Crowley in an attractive little 


garage apartment. 


Next month’s issue will carry a complete profile on this Milwaukee 


secretary’ 
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s job, her fashion finds and her beauty routines. 
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File and F orget 
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typewriter 


And no wonder — electricity does, 

the work—helps today’s smart 

women of letters turn out such 

truly beautiful work in so little 

time, with so little effort and so 

pleasing to the boss. 
Remington. Flardd 
DIVISION OF SPERRY RAND CORPORATION 
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Faster, Clearer, Easier Notes With This 


os 


og x « 


ope 
“LAY «b> 
sa 
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ay GREGG-APPROVED 
The right point for the way you write P E. N eee A N D P O | N T 


Gregg shorthand. Instantly renew- 
able ...at any pen counter. 


oa 


Gregg shorthand was specifically planned to be written 
with a ven. Speeds up taking notes—makes them clearer to 
read and easier to transcribe. 


Ry 


e 


‘. bo bY AD ais 


And Esterbrook has the point specifically designed 

for Gregg! Next time you pass a pen counter ask to try 
Esterbrook’s special Gregg Point (No. 1555). You’ll find 
your notes glide with ease—without pressure—never skip or 
miss. Every stroke, circle or hook is bright and uniform. 


The price is too modest to miss. And—should you ever 
damage the point—an identical Esterbrook Renew-Point 
is yours for just half a dollar. You can replace points 


Esterbrook Gregg shorthand points instantly .. . at any pen counter. 


fit the new pastel Esterbrook Petite- 
Pak Set—and all Esterbrook Pocket 


Pens and Desk Pen Sets. oi P.S. If you’re just starting, the above note reads: 


"The Greatest for Gregg !”’ 


® 
é. SHORTHAND PEN 


Copyright 1956, The Esterbrook Pen Company THE ESTERBROOK PEN COMPANY, Camden UP New Jersey 





